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* . FOREWORD

This Handbook presents minimum policy and procedure guidelines for
the establishment, maintendnce, and develdpment of Regional, Area
= and Insuring Officé library facilities. Budgetary and staffing
' limitations may constrain the capability of a Etven office to meet
these mirimum guidelines from time to time. Nevertheless, every
effort should be made to provide adequate staff on a collateral or
! part-time basis when permanent full-time ‘stafﬁ!&t available for
the effective performance of the library function® set farth in
this Handbook. : B
It is aesfgned.primarily for the Regional, Area and Insuring
Office personnel, a diverse group with“varying knowledge and
experience in library policies, skills, and techniques. Additional
guides to organizing .and managing a library.facility, especially
. for non-professional employees, are in Chapter 12, Library
. Organizational Guides: A Selected Bibliography.
The relationship between the headquarters HUD Library Division and
the field is delineated.

Libraries .were established in HUD field offices.in response to .
staff needs for documentation and technical information to support
and develop Departmental “programs. ’

. A library is herein defined as a place set apart for an organized
collection of recorded informational material in different formats
maintained and developed by a qualified individual to meet user

w nceds. . '

R P Except where noted, all procedures described are thQSO used in the
Headquarters Library. These procedures are examples onlv and\may
be modified or adapted to meet the needs of an individual field

. library.

This Handbook supersédes and cancels the Howsing and Home Finance”
Agency's ‘"Initiating and Operating Procedures for Regignal Office
Book and Periodical Collections', April 1962.

It supplements Handbsok 2265.2, ﬂlbrar§ and Program Information
Services, September 1971. :

' < .

. . r
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AP 2265.3
: . . CHAPTER 1. GENERAL . ;.-
! - .. [ _J ¢
1. REGIONAL LIBRARY MISSION AND FUNCTIONS. A Regional Library should
* provide full documentation and technical information services ta °
support the Departmental programs. The Regional Librarian ig* = .- - R
responsible for accomplishing this mission by:. ' -
. a. Providing full range-of libpary services to Regional peréonnel
and outside clientelgj .. ' . .
. b. Using information resources to assist‘ﬁegional and Area/Insur- ra J?Q
" ' ing Office pérsonnel in the execution of their duties; Y
, ; R
© C. 'Maiﬁtainigg and developing regionally comprehepgive collections - oo
. on housing, community development, and relate jects;, . - }Y

d.. Assisting and having technical direction for the establishment, ;
maintenance, and development of Area and Insuring office libkraries;’
e. Managing the libraries by applying general guidelineé provided -
by the Feadquarters library, whenever suitable and feasible;

a

. f. Controling and developing library procedures and estabiishing .

»

the professienal policy and programs;’ v ~“-._,— ‘

g. ~Planning and introducing the most effective system (ecopohic
and otherwise) for all Regional library operations and pro-
_cesses; )

h. Coordinating library activities and providing programs, assis-
- -tance, technical guidance and support to achieve maximum
productivity and utiljzation of the collection;

: . - .
f . i. . Providing linkage between the Regional library, Headquarters
“Tibrary, and Area/Insuring Office libraries;

J. Evaluating the performance of the Area and.Insuring Office
¢ . libraries through regular field visits, to determine policies
and directions for their development;

k. Assisting in the selection and recommendation of candidates for
library positions within the Regional library network;

1. 'Pregarigg budget for Regional. library network;’

m. Serving as depository’ for HUD publications, HUD supported
technical reports, and plarining studies covering the Region;

' -
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. n, h epresenting the Region pn technical information system *
*" matters and documentation with outside libraries, agencies,
and the public;
o. Servihg as principal advisor on library matters to the
v " Regional Administrator and his staff; RN

3 p. Assistlng and’ advpsing communxtles, civic groups, universitles,
professiopal organlzatlons, private firms, and other outside 3

. éoncerned groups on library resources, techniques, new devel-
opments, and research in the field;

q. Making the library fac111t1es available to Federal, state, and
local officials, other government libraries, scholars, legis—
' lators,. practitioners,. researchers, business and academic
communltles, citizens associations and other ‘groups interested
' in hou51ng and related topics;

r, Part1c1pating in profe551onal meetlngs and training programs '
such ag the Federal Interagency Field Librarians’ Workshop to
keep abreast of new developments in library serv1ces.

2., CETAFF FUNCTIONS AND QUALIFIC@TIONS. ‘It is recommended that, the
Headquarters Library,and the Civil Service Commission be consultéd

for information on library staff functions and qualifications.

‘

- 3. :RESIONAL LIBRARY ORGANIZATION. The Regional’ Iibrary is under the
general direction of the:Reflonal DPirector, General Services
D1V151on, Assistant Regional Administrator for Admiristration. It -
receives general guidance and assistance where needed from the i
Headquarters Library Division. The Regional Iibrarian is respons-
4 1ible for the maintenance of the Regional Library and technical

. direction of Area and Insuring Office collections within the

Regional jurisdiction,

L. 'AREA LIBRARY STAF’FING. When the Area Offices were established,
each was provided with core legal and reference collegtions. ¢
These collections have been maintained, in many instances, by a T
clerk or legal secretary. °

The growth of- Area Office responsibility and staff, following the
decentralization of more EUD activities, created a need for more
vital and comprehensive Area library facilities. Some Areas have
begun to respond to the increased need by hiring professional
librarians or library techricians,

5. AREA STAFF RESPONSIBILITIES. Although the Area librarign or
technician is under the general technical direction of the
\ - - Regional lerarlan, he must be able to function independently,

5/75
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The Regional Librarian should delegate as much authority as
possible to the Area librarian or technician. The latter's
primary duty is assessing the information requirements of Area
personnel, then ordering, processing, and maintatning the material
tq meet these requirepents,

6. REGIONAL STAFF RESPONSIBILITIES. The Regional Librarian. w1ll pro-
vide technical assistance to Iibrary facilities.in the Region fof

which he is responsible and remain in frequent communication with
‘the staff. The Area libraries/collections should be visited on a
regular basis. This 1is done to insure a coordinated Reglona, Area

and where needed, Insuring Office library and information\netWOrk.

7. INSURING OFFiCE COIlEBTIONS1 Some Insuring Offices may require a
small reference and. general collection pending the establishmernt
a permanent library facility. The Regional librarian should
aupplement this collection with loaned materials when recessary

8. ROIE OF THE HEADQUARTERS LIBRARY. The' Headquarters Library
Diyisjon

a. Provides general pOIicy and prdcedufe guidelines for the
establishment, development and maintenance of HUD Regional
libraries, Area Office collections, and where needed‘:fysuring
Office collections; .

-

b. Assists by providing information on staffing patterns, qualifi«
cations and personnel selection- o v .

c. Renders technical assistance in-all facets of libranglcpetation,
Tncluding personnel orientation and development, physical
rlanning, specialized furniture and equipment requirements,

: S book selection and procuremert c¢ataloging, reference, and

r bibliography; T

o
>

d.. Gives special assistance to newly established libraries and
those lacking full-time or professional library staffy

e, Provides support and technical gulidance where needed in any
aspect ct of the operations via Heéadquarters staff visits to
Regional and Area Office libraries'

f. Evaluates the effectiveneac of the Regional library network and
makes recommendations: to responsible Regional staff;

g. Orifnts field librarians, espec1ally when newly app01nted in
P_fEadquarters Library facility;

h, Assists in planning the annual‘Federal Interagency Field

y ' Page‘ 3. 5/75
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* Centers;

BUDGET CONSTDERATIONS. The initial costs.tc be corsidered ir
establishing a library, exclusive of salaries, include pufchase of -
a basic collection of legal materials, books, anrd periodicals and -
equipment. Price information on basic law and general books as well
‘as periodicals may be found by consulting the so$

Chapter 4, Aquisition of Material. R

ANNUAL BUDGET FACTERS. When estimating"future budget. nequii'emehts,

Librarians' Workshop which all HUD field library persorrel
should attend; ) :

Plans the Basic Library Skills Workshop for non-professional
field library personnel held at the HUD East or West Training

Augments the collections of each Regional Library.through the
purchase of a selected number of significant books in the .
fields of housing and commurity development; . Iy

nevwly established libraries. A sample catalog card acccmpani
each purchased item, and in most instances, duplicate material
as vell; ' .

Distributeg duplicate Headquarters materials, particularly to J,

-

Prévides indexes and guides to the community development
literature via its periodically published series "Housing and
Planning Referencés", §Book Review", special bibliographies,
and the' "Dictionary Catalog of the U.S. Department of Housing
and Urban Development Library and Information Division" in
nineteen volumes with twe supplements. (The last item is.
availabfe in Regional Libraries only.)

Assigns one librarian as library hkegional liaisor tetween
Heaaquarters' and »its field libraries. In addition to the thany
services provided ty-all sections of the Headquarters Library, . *
this person is assigned rearly full-time to field library
concerhs, assisting or representing them in various activittes,

ces li_st.ed in .

b

a.

allow for price increases for bgoks, subscriptions, equipment, and
library supplie3, since costs are continually rising. ‘The follow-

ing are some of the key factors to be considered in yearly budge
planning: ' ) ' . d

V Bindi;l,g and.repair

3

Acquisition cf new legal materials, tooks, seriodicals, micro-
forms, etc. . ' ~ } -

Maintenancé of ail library materials (including subscriptions,
revisions ard updating services) .
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Equipment .

Y
Travel expenses, including official travel to the Headquarters
Library for orientation and training,’ to professional meetings
and training workshops such as the Basic Library Skills .
workshop and the Federal Interagency Field Librarians' Workshop,
to learn fundamental library procedures and keep abreast of new
developments in, library services, and recyprocal visits between
the Regional Librarian and Area and Insurifg Office library

personnel for training, ‘evaluation, and support pufposgs.
N . ’ "
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_will assist in laycut planning without ary obligation.

CHAPTER 2. PHYSICAL PLANING . ° N

ATION.. Expefience has shown the location of thé§ligpary must bg”‘ s
choser carefully. - An attractive, convenient space promotes user S

irterest ond stimulates regflar use of the library. The selection

_of \an unattractive, out of the way spot adversely affects library

service. It is desirable to select an area near the legal staff
as they need Iibrary materials as essential working tools more
immeciately and frequently than other staff. ' :

SIZE. Most newly estsblished Regional libraries have a minimum of-
1,000 square feet; the Area facilities a minimum of 500. square’ ,
feet, and Insuring Office facilities a minimim of 250 square feet.
Where Alditional space is, available, the library space should -
increase as the collections ‘expand and clientele and library staff
increase. = N - :
PLANNING THE. PHYSICAL LAYOUT of the library ghould be the respor.si- .
bility of the librarian. Working with HUD management personnel, f -
the librarian should make & scale floor plan of the proposed. : , T
library area showing such items as doors, windows, pillars, :
electrical outlets and other permapent fixtures. The librarian

ghould experiment with the space alloted to achieve a layout that.
is functional and efficient. Frequently, a library supply firm

» e

To facilitate spece planning, the library may be civided into four
main areag - reading, stack, service, and work. To best utilize .
“the space ®yailable, it may be necessary to combine two or more of '
these areas. . . . : -
? . St . .
a. The Reading Area shéuld have an adequate number of tables and/ -
.or carrels, placed to provide maximum privacy, illumination,
and néise control. Space gllowence for feach reader fepends on
the type of seating selected..- Tables, €0" x 30" can sccomodate
four readers satifsfactorily. Carrels, 36" x 24" and entlosed
on three sides give privacy and adequate work space for each .
réader. Passageways of three to four feet should be E?Zowed ’
r

+ between seating. VWhen planning this'area, determine mal . .
use (rot peak lcad) to insure efficient utilizatibn'o readef
space. ) ‘ . S

t. Planning the Stack Area requires an estimdte of the shelving -
to house the presert collection with allowances for

necessary .
. "’ expansion. Eight books per linear skelf foot is often used to

calculate stack capacity. (This measuremert. varies from six to
twelve books per shelf foot.) The figure is‘based on a
standard shelving section consisting of seven shelves, each
three feet wide, holding ninety volumes with allowance f
growth. As this figure varies dccording to the type.of

c o 5/75
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Figure 1

- Rloor Plan

o

Dallas Regional Office Library
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collection and average volume size, many librarians measure
a linear shelf foot of books from their existing collection
and base their estimates on.the resulting number,

Floor loading requirements must also be considered in stac

areas. Most office buildings will have standard flogr

loading rates of 125 to 175 pounds per square foot.
. Consultations with building designeYs or operators will
determine adequacy of llbrary stack loads, Where p0ssible.
stacks should be located near bearinhg walls and ‘supporting
columns to allow maximum weight distribution. Space betwgen.
stacks varies from thirty inches to five‘feet. {The average
is three feet, - . . ' .

c. The Service Area generally houses Reference and Circulatipn,
It should be placed at the entrance to the library for
reception, service, and control purposes. Sufficient spage
will be needed for such items as the card catalog, displaly
racks, reference collection, dictionary and atlas’ stands,
charging and/or reference desk, etc, (See Paragraph 14, g{

ation

. subparagraph f, Equipment Checklist) Each staff member r
quires a desk and comfortable chair, If this is a combin
service-work area, space for typewriters, work tables. file
cabinets. etc, is also- necessary. %

d, - The' Work Area is space not normally used by the-.public, It ig’
a room, for the_staff, where they may order; receive, and, :
catalog library-materials., In.a Regional or Area library,
it may be necessary to combine’ the staff and work areas,

e. A Sarple Floor Plan "of the Dallas Regional I_'Lbrary ,

. facility. § Flgure I ) is included in the exhibits, While not a
model layout, it is a goeod example of library planning and
design. . ' o .

- . |

. FURNPTURE AND EQUIPMENT., With the-exception of certain e

specialized equipment, library office furnishings are .like those

df any bus1n€ss office, They should be attractive, durable, safe.
and maintenance-free, ’

The specialized equipment - shelving, card catalog, study carrels,
etc,, - is discussed below. A checklist of the* items needed to
establish a library f301lity is at the end of this section. This
equipment as well as other library furnishings may be ordered
through library supply firms—such as Demco Edlcational Cdrp., Box™
1488, Madison, Wis. 53701, Gaylord Bros., Inc., Box 61, Syracuse,
N,Y, 13201, Remington Rand, Library Bureau DlV , 801 Park Ave.,
Herkimer, N.Y, 13350, and’ the “Federal Supply Schedule” "FSC .
Group 71, Pant 13, MLibrary Furhiture - Metal. and Wood™, when the

. 5/75
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latter cam fill the library's speclal functional needs.

a,

. The Card Ca

L} l§ .
Shelving., In a library, adjustable steel shelving 1s more
practical and efficient than conventional bookcases: elt is
flexihle, durable and reasonably priced,” A standard Section
of gteel shélving is seven feet, six inches high. three feet
wid¢ and has seven shelves. ''Ten-inch-deep shelving with a
twelve inch base for stability accomodates most average-size
books, Ten inches is the nominal depth figured from the
center of the range to the edge of the shelf; therefore, its
actual depth 1s nine inches, .

There are two basic types of shelvinp .

(1) Bracket - shelving suspended from a pair of uprights—hy
brackets, ,

(2) Standard or shéet metal - shelving that slides into slots
in the end panels, j v

1

ioe
The bracket type has been found most efféctive for-HUD Library
materials, It is simple, flexible, ard less expensive,” Costs

will vary according ‘o the type of finish and end ggnels

selected, Wood end pamels are desirable for appeartnce,

stability and noise control, .

When ordering shelving, specify single-or double-faced,
(Double-faced is shelwing placed back to haok to form
double ranges .)

Book Ends. The most commonly, used book end is a sheet of
metal with a U-cut in it, The U-tongue is bent so it fits
under the' books .and supports them, These can be obtained

8.

vwith a composition cork or urethane covering on the base to

hold the books more securely,prevent sliding, and keep the
shelves from being scratched, The large size provides
maximum support, « .

Wire book ends that may be inserted in the overhead shelf are
availabTe from some manufacturers, However, they are 1sually
difficult to insert, adJust. and often damage paper bound
publications, a large part of HUD collections,

log is an essential piece of library ’quipment
A new Regiongl library should order a fifteen drawer unit and
leg: base,

Most ate desd d to be used singly or combined tg provide

—N—
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space for two or four persons. They are usually 36" x 24" S
with back and side panels as high as two.feet, Both carrels ) —
and tables should be chdsen for.thel{r resistance ta stain and &

wear, They should not have polished'surfaces that will
"reflect the light jnto the readers' eyes nor should they be .
so dark, that reflected light is poorly-distributed. A a‘/’,
1aminated plastic surface is relatively maintenance-free afid
can.be ordered with a finish that eliminates glare.

Display Racks. Slanted shelving is often used to diSpiay
current books and magazines, It is possible to purchase
combination periodical display and storage shelves, Older
Jjournal issues are stored under the slanted shelf which 1lifts
and slides back into the unit,

(1) Magazine racks witﬂ five or six compartments of varying
depths are also available, However, if Joupnals of . -
different sizes are filed alphabetically, a small
magazine can be lost in one of the deeper coqpartments.

L4 N .
(2) A newspaper rack or stick holder is convenient for
: displaying the latest issues. In one variety, newspapers
are secured Ry six wedge shaped wood sections held togeth-
er with a heavy rubber ring; another usés an aLuminum.
stick with pifs. The sticks are then attached td a holder
or hung from a rack.

Equipment Checklist:

I

(1) - Shelving

(?) Shelving Ladder -

Step Stools h
. i
Book Trueks. .

Card Gatalog

Visible Card File

Carrels (3).and/or

)

)
)
)
6) Charge File -
)
)
)

Table (60‘ x 30") and Chairs , ‘

(10) Desk (60" x 30") and Cha.r

(11) Typist Desk (60" x 24") and Cbair

<
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L . _ (12) Telephone(s) JS'
. ' (13 |
L ”

(15

7 (16

PFlectric Typewriter(s) . . . ’
\ ,

1

)
) Work Table(s) =, = - o
) File Cabiret(s) < ] .
) Book DiSplaj Rack

(17) Periodical DiSplanyaék

(}8) Dictionary/Atlas Staﬁd

(19) Bulletin Boaéd |

(20). Wall Clock
‘ (21) Rug : ' ..*

(22) Costumer, Wastepaper Baskets, Ash Trays, ete. for
' reader use ; . i

Other usual office equipment

-
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CHAPTER 3. . THE COLLECTIONS .

15, SCOPE. Regional and Area libraries should contain information on
HUD, its programs, activities, and areas of “interest. Building
the collections depends on the individual requirements of each ) .
library facility., Special character and jurisdictional needs
should be studied, carefully”before establishing. the collection
policy. Once established, the scope and adequacy of the ,
collection must continually be evaluated in view of changing
organizational interests and new program developments, Key legal, \ o,
administrative and program staff should be consulted as to their

needs, // -

16, Small CORE COLLECTIONS were ‘procured by ‘the Headquarters . ,
‘Library for newly established Regional and Area Offices. All o
Regional and Area .Office libraries should include these basic
collections plus materials sent subsequently, currently isgued
HUD pubgications and pertinent HUD Spongored studies in¢luding
Demonstration Grant, research, €omprehensive Planning (701)
Reports, Model Cities Plans, etc.

17. SELECTION GUIDES. Tﬁe following can also be used as sélection

ghides: ;

s "
a. "Housing and Planning References” (subject cgverage and titles)

b.. "Dictionéry Catalog of the U.,S, Débartment of ﬁousing and
* Urban Development Library and Information Division"” 1issued
" by G.K. Hall and in particiilar, the up-to-date supplements.

. c. "Information Sources in Housing and Community Develobment"

d., “Bibliographies and sther publiéations of the HUD Library and
Information Division ;

Further ‘deta®ls may be found ig Chapter 4, -Acquisition of

Hateridls and Ch%pter 7, Reterence Serviece, Paragraph 56,

Information Sources. -

18. The SIZE of a collection, like its scope, is determined by i4s -
purpose, the needs of its users, and its budget. -

19. ORGANEZATION, The HUD Library collection is divided into smaller
entities by content or form. The following are brief descriptions
of some of these categories. For a complete listing, see
Issuance 2265.2, Library and Information Services, Chapter L, The
Collections, as these divisions may also be useful for Reglonal
"and Area libraries, .

-




L

v

as

' a.; General Collection = books (other than law) pamphlets,

documents, and, technical reports, |,

b, Reference Collection - seledted publications useful in answer-
ing reference questions, They are primarily dictionaries,
blographical directories, trade directories, encyclopedias,
and periodical indexes, ’

-

c. Law C&llection - treatises, state and federal statutes,
! regipnal reporter series, law periodicals, law reference
matefﬁals. etc, , -
d. Periodical Collectlon - publications issued iwo times a year
or more often., - .

- 1Y

e, Comﬁkehensive Planning Hepqrts - reports prepared by state,
. -‘metropolitan and local glanning agencles under grants from

HUD for Comprehensive Planngng Assistance under Section 701
of the Housing Act 6f 1 4, “as amended,

f. Folios - oversize books and reports.

- Vertical Files - booklets. pamphlet$. etc. small in size or of
a fragile or ephemeral nature.

o

CONSOLIDATION All collections, general, reference, law, «etc.,
should be housed in ore library for convenience. control, ease of
maintenance, and to avoid duplication. Cos

Constant MAINTENANCE is necessary “to preserve the usefwlness of
library collections., All materials should be promptly returned
to thelr proper place after use, colledtioms checked regularly
to maintain them in correct order, and if possible, inventoried
to replace or withdraw damaged and missing items.

To assist the users, locations of the various collections should
be clearly indicated and each range of shelving properly labeled.

If possible, the shelves shoyld be on%y half full to prevent
crowding and avoid frequent shifting.

a., Looseleaf materials such as pocket parts, inserts, additions
and the like should be filed immediately to keep publications
up to date.

b. Clrculatlon contfols should also be maintalned to enable the
librany to serve users effectively. Accurate records should
reflect the disposition of each item not on the shelf,

(See Chapter 8, Circulation for further information on
circulation records)
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CHAPTER 4. ACQUISITION OF MATERIALS '

The ACQUISITION PROCESS is a continual selection of recordéd T
materials relevant to the needs of the organization and its. ‘
client groups 1t includes ,the procurement of individual items

1 requested by staff members. Where possible, these needs age .
_anticipated, and materials progured in advance. Procurement of
all publications must go through.the Regional Library.

L4

SELECTION SOURCES. Following are some general~sources~that should

assist in locating suitable literature, both purchased and free.
For more complete information, consult HUD Library Division's
"Information Sources in Housing and Community Development.'

a. Books Some sources used in book selection include: Publisher's
Weekly" and 'Weekly Record", recommendations from the staff,
publishers' catalogs and announcements,_bibliographies, ASPO
"Planning", news releases, reviews in trade and professiqnal
journals, HUD Clipsheet, -and HUD Newsletter.

v . . :

b. Periodicals. Information about periodicals, including
subscription prices, may be found in the "Ayer Directory of
Newspapers and Periodicals", "The Standard Periodical
Directory", "Ulrich's International Periodicals Directory"
the Library of Congress' New Serial Titles" (does not t
include prices) and "HUD Library Periodicals List" (does not

» include prices).

c. Government Documents. . The '"Monthly Catalog of U.S. Government
Publications" publishég‘%y the Superintendent of Documents,
U.S. Government Printing Office lists government documents
State agencies usually issue a checklist of their publications.
For exemple, the California State Library publishes 'California
Publications". The Library of Congress issues information on
state documents in its "Monthly Checklist of State Publications'.
Commercial indexes and announcements of municipal documents :also |

> contain inforhation on Federal, state and local government

materials.’

d. Clientele.c One of the best sources on what to procure is the
dibrary's clientele. A small facility, especially, must’ rely
heavily on suggestions from the staff it serves. In some
organizations, subject specialists are asked to scan technical’
journals in their fields for possible acquisition items. o
o, )

VERIFICATION. Before acquiring any item, verify the author, title,

publisher, and price in an appropriate source such as '""Books in

Print" or the "Ayer Directory'. Then, check the card catalog and

Page 15 ' 5/75 .
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Figure 2 N

T T
U.S. DEPARTMENT OF HOUSING AND URBAN DEVELOPMENT

REQUISITION FOR

SUPPLIES, EQUI?AENT, FORMS, PUBLICATIONS AND SERVICES

{See Instructions oﬁ_Reveue of Lost Cdpy)

1. REQUISITION NUMBER

-3-73 %

2.0aTE
May 15, 19
FOR SERVICES UBE ONLY

) . CONTROL NUMBER

L)

.. DELIVER TO * N
NAME - ROOM NU&!BEN s . rosTEO BY
/ “141 * . -
. % a TELEPHONE NUMBER 8. FILLED BY .
Nia Freeman . . .
P : 4 g€ 35 0.
DIVISION AND BRANCH \ BUILDING 7.MFI(?CODE,}
. . HUD NZRO0 3115 \
., .. 10 1 12. 5, 14,
ITEM DESCRIPTION ' " Uiy
! MBE R Doubl bet line QUANTITY|UNIT OF AMOUNT * | ACTION
NU : (Jnu 4 .\p:ce ctween lin s) VSSUE PRICE J Coor
4 3 hd
o & .
. ’ w
.
1. Wagrer, Richard Edward 1 ea. $1n.70
**The Ineidence of Putlice |
Experditure: Public Housirg a: an .
Illurtrative Example.
' (Hard f‘opy) N
' - ¢
. A\
, FROM: ) /
Xerox 'riversity Microfilms h -,
Dicsertation Coples B )
- P,0, Fox 17fL
Ann Arbér, Mickigan U4H17¢€ . o
. .
"
. N “
. z
. -
4 ' " .
.
.~
) ' - ~ ' .
. . *
.
. .
/ _ b
- s
, ’ ’ ¥
' ' y .
'3- 1 certify that the items requisitioned above have '8, REQUESTED BY :
been received .
TTLE -
v A '
(Datr) (Recriving bmplovie; Dirertor R
HUGC-10 (11701 REPLACES FORMS FHA=TE, FrA=T8A, FHA-103 AND PREVIOUS EOQOINMION WHICH ARE OBSOLETE




APPROVAL, The librarian should ébprove all selections for the

is free or must be obtaimed through purchase, in-terms of the scope

PURCHASED MATERIALS. Library publﬂéations are acquired by purchase, -

@ ’ A . ‘ -
the pending and completed order files to ascertain that the
requested materials are not already in the collection or on order.,

library since he s responsible for collection development.
He should evaluate each acquisition request, whether the material

of the collection, user needs, resource and budgetary limits. Iltems
needed for official use, bit which are outside the scope of the
collection, should not be purchased, but should be borrowed from
another library on interlibrary loan. (See Chapter 8, Circulation,
Paragrgph 63, Interlibrary Loans).

s

. exchange, gift, or free request. Purchased materials may be obtained

pocket parts, are ordered under obJect class 2640.

c. A completed HUD-10 is sent to OPC where purchase orders

through the Procurement and Grants Division,_Office of Procurement
and Contracts (OPC), using the proper object class as Specified in
I1ssuance 2160.4B, Chg. 1, "Handbook of Codes"..

: . S
In Headquarters, both general and legal are ordéred under object
class -3115; periodicals and legal subscription items, including

=

a. Ordering procedures may vary slightly from library to library.
Items not available through a book jobber or, publisher (See
Paragraph 27, Special Acéounts) are ordered on a HUD-10, "Request
for Supplies and Equipment" (Figure 2) with the personal .author
or issuing/ organizatior, completé€ title, publisher and address,
date, edition or subscription period, and price. 1In the case
of renewal subscriptions, add the words "To contifue PO o
and supply the previous year's purchase order number, giving
Federal Supply Schedule number where applicable. The listed
"items may: be from different publishers as long as they are
_ordered under the same object code.

b. Federal Supply Schedule. Items available through the Federal
Supply chahnels must be purchased frod the vendor indicated
on the Federal Supply Schedule, even though they are aiso
available from ‘¢ jobber or book store. On the HUD-IO,
include pertiridbnt information using exact ‘wording.from the
Supply ‘Schedule. The FSS price is generally lower than the

. price on the open market and has been established through
General Services Contract .to feduce eosts to the Government.

-

(Figure 3) are prepared. The librarian retains the
“green copy of the HUD-10, and OPC later returns one
additional copy after assigning a control number to the

.

| 5
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- , N . . \ o . v R _
v - ;
. v Figure 3 . .
METHOO OF PURCHASE HUD—33 This number muat oppeer on oli
"INDICATE ML THOD BY NUMBER 2 661 . PURCHASE ORDER ' p:(*na;' and pupert reloling lo
. - this arder
4 ;:z:::f g::z,‘; s.‘&','.':‘,‘"s,u,, } U'S DEPAGTMENT OF HOUSING AND URBAN DEVELOPMENT Order No. -~
3 Surplus Property Trausfer v, ¢ X HHD.lb] Al .
4 Advertsing (RS 23709 . a L
8 Other Exermnptions frum RS 01709 .\ Polnt "',l“u' R \ . pare ¢ "
& Mucelloneous Washi nﬂ* o“r , D. r . 7”’41 ~ : N 3[&/73
Requisition No Appropristion Symbol and Title N
B-73-73~ sfhoRn . ’
Allotment b e T N0 .
. . - .
' e
R f K
. . w“
TO: (Name, Address aud Z1p Cude) . Consignee and Destination -
T8 Inrtitute of lovernmental Affutre ﬁ Department of Houcigg and ''rtan Developmert
L "miversity of Malifornta | ;, Library - Room #2133 e ®
L Davic, caltforrie  95F1F L5l - 7th Street, S.W.
R : '(r) Washington, D.C. 20610
‘ A
. lr(vllqlloﬁ No" . Contract No. -, Time for Dcllv‘w . Discoun! Terms
, , ., | opern Market’ 1-30 dayg aro(9/18/73) Net :
. ¥ 0,B Poim Ship Mda Gov't. B/ L No. .
LY . N - L4 . . -
ITEM NO ARTICLES OR SERVICES k QUANTITY | UNIT |UNITPRICE| AMOUNT
’ . K2 ’ \ . ‘,‘ N
. Multi-Gervices Centers: Innovationc in '
’ ) _the Delivery of Welfare Servires, ] 7 EY Bach 3.9 $€.on
. ' ’ ; . .
}' ! N [
Y . . Y e . i AR
L[4
-
o' . N I . ‘ ’1 .
3 ¢ ‘)
L '
- a - ' .
) A
- . - . A
~ .
~ s .
» ’ M ¢ \
o r \
, . ‘, .
‘e, b
L.ONDON .
. TOTAL | $0.00 °
- INSTRUCTIONS TO VENDORS
L, To receive payment submit'a public voucher (U'. §. Standard Signature N N .
FQrms 1034 and 1034a) or two coples of your Invoice. Pay- - o T — .
“ . Name E.L.' Ward, fhief
ment "'will be made by: Department of Housing and Urban am - R ~
Title  Procurement Jectior
Development, -
. a . . . ‘ ,
' t . SN2 megog06]

S~
.VENDOR'S CORY
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. ’ e Figure 4 : '
— ! o
. . U.S. DEPARTMENT DF HOUSING AND URBAN OF VELOPMENT. T meeuiniTiBn nomeen .
. . o LE-12-74 . i
< , RENUISITION FOR 2.0a7€ . ]
SUPPLIES, EQUIPMENT, FORMS, PUBLICATIONS AND SERVICES August 28, 1 ‘
. . (See Tnstructions on Reverse of Last Copy) , | FOR SERVICES USE ONLY
. . i . . \e .CONTROL NUMEBER
. . AN . DELIVER TO
NamE - ) ROOM NUMAEN 5 POSTED BY - ]
an :
Elra S. Freeman . TELE PHONE NUMBER ° o FILLED B Y M
: . 293¢
DIVISION AND BRANCH BUILDING 7.0FF CE CODE
- 5 Library & Information Divicton HUD - n7°00 - 3115
Y L] . ITEM .. . 10. 1. 12, 19, " 14,
. . NUMBER . '(I)uublrosgasrcf;):lru:.ge':a lines )} QUANTITY U";'SLEO' ,‘2‘,';! AMOUNT Ag;&n
. 1
<. . '
4 . Renew hlanket order account with the , .
s | ° McGraw-H111' Hook fompary. Fky spectal ‘
. « [ arrargemert with their Library Zervifes ' 4 N
Divisinrn, - Pooks.received from them ‘
. can be obtained with up to 4n9 discopnt.
”»
Orders should be.consolidated and®
invoiced once a month for all items
. . delivered, Each {nvoice skould cite
- the blarket order rnumber. Payments
will be made monthly on the bhasis of] - . "
aach involire, o ]
. .- . . \
Orders vare to be addressed ALK
Ms. Manureen Fraccinella 1. .
Litrary lervicer Ivictor ° V
Mefraw-Hi1l Hook Company
1721 Avenue of the Americar N
4 ' L liew York, N. Y. "1nn2)
\ . . TOTAL 0T TO EXCEELD: $300.00 ¢
~ ) . v - . % - - : -
R S To wortinue 2.0, 74F-73 _ ;
.‘ - ®
. . .
[ . : _
\ s -""PLEACE EXPELITE
1
v 5
. . >
~ N .
Al Al v 1 * . .
S . ' 2
. 8. 1 certify that the items requisitioned above have '9. REQUESTED BY b : ' -
o been received'. L - . ~ . .
‘ ° . - . . - -
" N {Date | _ Q(Rv-mvm‘ f‘_ﬂl’u’nygr“ B - - Director
HUD =10 (11 -70) REPLACES FORMS FHA-T8, FHA-TBA, FHMA-10% AND PREVIOUS FOITION WHIiCH ARF, OBSOLETE
- . N
/ . o . . 'Page 19 . .\_ (-
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Jouk Order anrm . N ‘
’ for -
" 1
¢ A
. ~
‘ L C CARD NUMBER -
CLASS NO AUTHOR N -
R Galenson, Walter, ed, I :
. TATLE . L 182}
! . ORD‘D
N Acc No Incomes policys what can we learn from | -©
! - Europe? .
- . LIST PRICE PLACE PUBLISHER v.ﬂn (W] .
7.50 Ithaca, MY Cornell Univ, Press. 1973 .
OEALER voLs . SERIES EGITION [“wi
[ L - .
~ NO OF COPIES| RECOMMENDED BY OATE ORDERED COST loTreEn -
1 v
ORODER NO FUND CHARGED DATE RECEIVED s8N ®
~ A}
-
§ . '
B AY .
U. S. Department of Housing and Urban Development
HSB Library. Mo. Labor Rev.8/73, p.92
’ Washington, DC 20410 : ' v
/ ' : - " L C.CARD NUMBER
. CLASS NO AUTHOR l
- CARD
TITLE | ' sETH
. . ORD'D
ACC NO (%3
LIST PRICE PLACE PUBLISHER YEAR (%)
DEALER voLs* SERIES N EDITION| Wi
. B . 2
Lo ; 5
NO OF COPIES| RECOMMENDED BY DATE ORDERED cosy |otrsm .
ORDER NO FUND CHARGED onaf:cawco .88 N
¥

) U. S. Department of Housing and Urban Development
- : Library .
\ , Washington, DC 20410

-
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4

,SPECIAL ACCOUNTS A library may procure materials through special

* having individual purchase orders issued for each item., 'lhe

. The Headquarters Library‘qﬁes a five-part form produced

{Exhibit 5). Gaylord Bros, and other library supply

requisition., Generally, when a purchase order is issued bw the
Procurement Section, the following three copies should be sent
to the librarian: (1) Receipt Copﬂ (pdnk), (2) Property Record ‘
‘Copy (yellow), and (3) Consignee Copy hite) When material ’
purchased is received, the librarian sipns all copies of the

"purchase order and makes the following distribution: (1) pink

copy to® Accounting, (2) yellow copy to Procurement, and (3)

. o : { ' ' [

or blanket accounts with book Jobbers, publishers, or local book ' .
stores, These accounts are established by subm%%ting a HUD-10 to

Procurement requesting that a contract or purchase order be issued

for a certain amount. ( Figure ] ) Once a blanket account has

been operled, the library may send orders direct to the vendor

without the necessity of- submitting further requisitions and

number of orders:sent to each vendor is limited only by the
dollar ceiling established when ine blanket account was opened,
The Central Office has such accounts with a book jobber,
publishers, and a book store, ) @
a, Othér special accounts are also available with the Government.
A Printing Office, Library of Congress, and the National
Technical Information Service, ‘'

b. GPO Outlets, In additipn to the main Government Printing
.Office {n Washington, D,.C,, there are GPO outlets in each _
city in which HUD has a Regional Office. These outlets were o
established primarily to provide the public with a source for v
government agency publicationsf thus relieving these agencies

of the burden of public requests, However, each store

manager selects the items tq be stocked. Therefore, items .

needed oy a library on a contlnulng ba51s could be stocked if

the librarian informed the manager-of the need. The full

range of GPO publications in stock is, of course, available

by direct order from the central Government Printing Office

in Washington, FurtHer information.on establishing this. and-

other spegial accounts may be obtained from the Acquisttions .
Section, Headquarters Iabrary, or the organizations, them— .
selves, :

¥

.

BOOK ORDER RECORDS. Many types of book order forms,are available,
specifically for its use by the ‘Government Printing Office,

firms also have(multiple order forms that may be adapked +to
Regional, Area, or Insuring Office needs. The flve copies of- the
GPO form are coded by color - yellow, white, pink, blue, and
buff - for varipus purposes, The form cont@ins space for basic

N - ) -

N 3

. -

, . ,
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order information including author, title, place, publisher,
‘date, price, number of copies!>etc. )

a., For blanket accounts, all coplies are used, 1The yellow and

white copies are sent to the vendor; the white is returned

with the book, The pink copy is filed by order number in a
separate file for each blanket account., The order number
consists of twu parts - the purchase order used to open the

" account and a running number assigned in sequence, The green
and buff copies are stapled together and filed by author in
the pending order box. When ordering books on a HUD-10, only
the green and buff copies are kept and filed in the pending -~
orders,

On receipt of an'item, the green and buff cards are.dated;
the green remains in the pending order file, The buff copy
i$ attached to the book until it i?cataloged_, classified,

and sent to Circulation for shelvinfg., At this time,-the card
with its book number (Chapter 5, ' Téchnical Organization of
Materials, Paragraph 39, Classifitation) written in the
appropriate -space,.is returned to the Acquisitons Section,
The green is then discarded, and the buff placed in the
completed order file, ! .
Other Uses. These book order forms have a variety of possible
uses, As indicated, a field librdry may adapt them to their
individual needs, For example, ene could be used as'a
temporary catalog card. Even if a Regional or Area library
does rot use all the partg of a multiple form, the form can
. be a useful and timesaving acquisitions tool,
. . P
29, FREE MATERIALS. A 1ibrarv may obtain free copies of many publica—'
tions' on réques+, The Headquarters Library uses HUD-43,
"Request for Publications", ( Figurebé ) to secure these materials,
(A two-part form; HUD-43A$ "Request for Publications”, was .
_d signed for Regional use (Fizure 7.) and may be obtained in the
*  usual manner from Headquarters.} The fgrm consists of four
parts - white, pink, cream, and buff, The white and pink copieu
are sent to the issuing organization; the cream“and buff cards
remain in the pending order file wntil the item is.received,
. Free publication requests may also be made by telephone, but a
¢ similar record should be kept of each one in the pending order
Box. . - . !

" 30.a GIFTS AND EXCHANGE. A Regional or Area Office library may also
receive free materials in exchange for HUD publications or as
gifts. To avoid duplication, 'gift items must 'be searched and
verified in the card catalog before being processed, Libraries
cannot afford to discard valuable items; hnwever, they also can-
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U.S, DEPARTMENT OF HOUSING AND URBAN OEVELOPMENT
HUD-43A (12-40)

Figure 7.

"Request for Publ}.cations"\

REGIONAL LIBRARY

’ . REQUEST FOR PUBLICATION

- Kindly send the title llated below for the work of this Dapartment. The
- encloped self-addreseed label will carry the publication through the mall
postage frec. Pleses retum the enclosed tranemittal elip elthar with the
publication or, If the material |

1
\atus.o [ THERE IS A CHARCE FOR THE
SN TR B AR AR SR8 A YG

courtesy in thie matter.

e not avallable, check to indicate Its -
fgaucnlow Do NOT
ION. Thank you for your

‘

“ Librarian)

AUTHOR

TITLE

SERIES «

EDITION

]PAGING

PUBLISHER

Jgue. DATE

‘RECOMMENDED BY

REQUEST DATE

REVIEWED IN




not afford to-acguire and process unnecessary ones, Publications
outside the organizational scope may be disposed of at the
librarian's discretion? Many librarles prepare lists of their
duplicate or unwanted materials for exchange with other libraries. .

- 31, w In the Headquarters Library, serial or periodical ‘
'orders, purchased gr free, are recorded on HUD-738, "Periodical Order
Y . Record"” (Figure R ) The information on each form includes tit*e,
publisher, pric€, subscription period. order date, requisition
number, and purchase order number, Order cars are filed by
renewal month, Another fjle, on plain 3% x 5" cards contains .
only title and renewal month, This file is the alphabetic key to
the monthly file., .

a, <Xardex cards' { Figures 9 - 11) used in Headquarters as
a serial tecord for issues received (See Chapter§y, Technical
Organization of Materials, Paragraph 44, Periodical Organiza-.
tion and Contrel) may also contain acquisition information,
( Figure 11) In a small library, record keeping should be at
a minimum, Where feasible, adapt Headquarters techniques
“and combine functions to expedite the handlimg and processing
of material.

_ b. Multiple Year Orders. In placing orders for periodical
. - subscriptions, libraries should take advantage of reduced
multiple year prices when available, Multiple year orders
are advantageous because they reduce the number of purchase
- orders needed, and they save library manhours used in prepar-
ing orders. Limiting factors could be the lack of funds, or,
. in the case of new publications, insufficient information to
! make 'a decision for a long term commitment, Because ‘of recent
rapld increases in most subscription costs, it is often
better to get the price from the latest current issue, or
telephone the publisher to verify price,

32, RENEWALS. Two months before a subscription is to expire, it
should be checked to:

a. Determine if it is still needed by the library and/or persons
on routing; / . ’

* b, Check receipt; if not received, call or send claiming letter
to publisher;

. . \ ‘

c. Verify publisher's address and subscription rate by checkingu
’ renewal invoices or recent issues of the periodical; . .

3

‘Determine if number and length.of subscriptions are adequate,
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Figure 11
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After verifying the above information, the HUD-10 should be
typed, its date and number recokded on the order card, and then,
i1t should be forwarded to Procurement, If & subsceiption is new,
prepare a title and a periodical \order record card to be placed 5
in the serial record file, Invoides or blurbs are held until the
purchase orders are received from Procurement, .They are attached
to the copy of the purchase order which will be sent to Finance
and Acceunts td anthorize payment to the vendor on receipt of the
material, On receipt of the.pyrchasé order, the purchase order
rnumber is recorded on the order card ®nd on,the green copy of the
requisition, This copy of the requisition is placed in the
completed periodical requisition file en all purchase orders
have been issued, . T e

must be obtained immefiiately without time to process a purchase
order. In thesé cas¢s, a confirming order\may be prepared on a_
HUD-10 and sent to Procurement, " ,The HUD~10\1is prepared in the
usual manner, the words "CONFIRMING ORDER - \DO NOT DUPLICATE"
appearing at the beginning of“the item, ( Figure 12) This will
prevent the vendor from mistakenly sending an additiondl copy of’
the material when he receives the purchase order,

CONF IRMING ORDERS ‘jicasionally material is sent &n approval or

»

PREPAYMENT, If items require prépayment, they are ordered in the
regular way on a HUD-10. One knows that prepaymgnt is reguired
because of an announcement from the publisher or ¥rom past ~
experience, having previously ordered the item or ‘one similar to
it from particular publishers. If an announcement $tating that
prepayment is required is avaiiable, forward that to Procurement
together with the HUD-10, On the HUD-10 state "PREPAYMENT
REQUIRED", ( Figure 13) An order requiring prepayment is not
a confirming order,

. ¢ . . . & .
IMPREST FUNDS. For local orders of $150 or less, a requisidion
with justification may be written requesting cash in hand.

( Figure 14 )

FINANCIAL RECORDS, The Headquarters Library records the dellar

amount of*its purchases and maintains cumulative dollar totals dn
each purchase account., In this way, experfditunes may be kept \

~within the budget authorization. The record i§ kept on ledger

paper. ( Figure 15)

INITIAL PROCESSING PROCEDURES, Each item received is verified
against the order record before stamping it with the library
property stamp., Determine that in every respect the book received
is the book ordered, and that it is in acceptable condition,

Check for imperfections - missing, upside down, blank or uncut
pages., Fault¥ books are usually quickly replaced by the

'S
L]
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U.S. DEPARTMENT OF ROUSING AND URBAN DEVELOPMENT

L. REQUISITION NUMBER

B-36-73 -
REQUISITION FOR 1.0aTE
! SUPPLIES EQUIPMENT FORMS, PUBLICATIONS AND SERVICES March 9, 1973
. " (See Insiructions on Revarse oI Lost Copy) . FOR SERVICES USE ONLY
\ LCONTROL NUMBER
N DELIVER TO R
NAME T ROOM NUMBER s POSTEC eV .
y 8233 .
Elsa S. Freeman ' TELE PHONE, NUMBER ¢ FiLLEC BY .
1 56938 -
DIVISION AND GRANCH BUILDING ‘7 OFFICE CODE
Livrary & Information Division HUD 07800 3115 -1,
8. LB - 10, " (B 2. 3, 14,
NUMBER f KDpu‘bI: ‘Zﬁ:&" etween lickg) L [ouanTi uniy or —ce AMOUNT AcTION
—N—3 T —
1. CONFIRMING ORDER - DO NOT .DUPLICATE '
“ 27 LAMSAC PubTications 22 ea |Total |$ 39,00
\ (Prides listed in British poynds;
N s A US 4 equivhlent pef Riggs Bdnk,
lkvailable from: - . Forelgn Dept.) . ,
LAMSAC \ : ; \
. 395 Belgrave Stware -
. London, SWIX 8B R T
England . X
- :‘ -
PNVOICES ATTACHED ’ . N
T ¥ [} }
LY 7 .
o qh‘ .
g CLE ! - ;
~ Ed
° . \\ )
»

8. 1 certify that the items requisitioned above have
been received .

16. REQUESTEO BY

TITLE

{Date ) .

{Receiving Employee)

S

Director

MUD=10 {11=70) REPLACES FORMS FHA=T78, FHA=T8A, FHA =103 AND PREVIOUS EDITION WHICH ARE OSSOLETE

» N

Page 31 . °
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U.S. DEPARTMENT DF HOUSING AND URBAN DEVELOPMENT ! AREQUISITION NUMBER
B-57-73 page. 2
REQUISITION FOR Z.0a7€
SUPPLIES, EQUIPMENT, FORMS, PUBLICATIONS AND SERVICES May B, 1973
(See Instructions on Reverse of Loit Copy) ’ FOR SERVICES USE ONLY ~
. ~ - .CONTROL NUMBER .
“. OELIVER TO *
Name - { [room numsen S.POSTED BT
. 8233 8
Elsa S. Freeman TELEPHONE NUMBER S. FILLED BY
> 56938 e
OIVlS‘ION AND BRANCH - SUILDINO: 7.0FFICE CODE
Library & Information Division HUD 7800 3115
[ 18 9. b 0. LA 12. 3. 14, .
niumEn , (Double Apace between lines) auanTiTy [Nt or LTSRN | amoun | AcTion ?
el e, California Publicity Cuilet - 1 ‘ea, |24,95 | 24.95
. . (with sypplement)
Avallable |{from: B
Unicorn Systems ~ ! . "
3807 Wilshire Bivd, . & ‘
2 Los-Angeles, Calif. 90010 1 N
7. " New York Publicfty Outlet 1 ea. |27,50 | 27.50
(with 2 supplements) . 1 - )
Available from: -
Mr. Harold Hansen - R . ‘
P.0. Box 327 : . P
Washington Deput, Ct, 06794
8, Engineering Index (1972 énnhal vols, 1 ea. [?75.00 [275.00
. Available from: : (pre-payment required)

United Engineering Center -
345 B, 47th St,
New York, N.Y. }0017 -

NOTE: Prepayment is requirgd.. See gttached| copy p} lette} stating jthis,

: Priee-was verified by telephone call,p
9. . Financing the Nation's Housing Needs| 15 vea, 1.50 22.50
(Statements on National Policy ~ (less dfscount)| =-2,25 ‘
#50P) - 20,25(net) AN
Avallable from: * . :
Distribution Division . /(Note|t 10% fiscount|given
CED on ofrders For 10-2% copiles)
' u7:; Madison Avenue e :
, New York, N.Y, 10022 . ‘ . ’F .
‘ - - -
o - ' . -
8- I certify that the items requisitioned above have 18 REQUESTED 87
. been received .
P .
. TITLE
. ' (Date) {Receiving Employee) - ' Birector
HUD-~10 (11 ~70) REPLACES FORMS FHA-TE, FHA=TIA FHA-103 AND PREVIOUS EDITION WHICH, * S OBSOLETE ¢
- B » M
- M \] . -
. Page 32
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Filware 14

< -
- LIX |s~0 Mumben
U.S. DEPARTMENT OF HOUSING AND URBAN DEVELOPMENT h oy ™
- Py . 'i.._r‘v"_ﬁz » ’ ~
o . REQUISITION FOR ’ 2.0a7E
. ~SUPPLIES, EQUIPMENT, FORMS, RUBLICATIONS AND SERVICES May 17, 1774
© (See lnstructions on Reverse of Last Copy) e B FOIQS{I!ISE_USE?!L__Y\‘
. CONTROL NUMBER N
- = .
., DELIVER T0 - ‘
N NAME - * I B " Tmoom numet R Y rosTED B Y o o
. ¢ . ) AT e ‘___
. Flsa O, ‘}.’I.,,(,‘.‘ i1 TELEPHONE NUMBER ¢. FiLLED BY B
c -
e IS N
DIVISION AND BRANCH . BULOING 7. 0FFICE COOE B
Litrary & Rg 1o’ 0 Do i P o Als
.. o + ™ |R” (DR 12 [EN 1499 3
ITRM DESCRIPTION UNIT «
NUMBER ¢ {Diuble space betueen lines) QUANTITY U";;L:F PRICE AMOUNT ‘SA&N
3 _
! - Thiennoihe o TMELLCURALC
{ A
T SV H w to @l Friend ara Detoaern
Beorle, LS Dale Tarrete g cen |08 Lo .
o -
X ) [T 3
. Avallst “ror N . -
{rewver g ‘ R L. . .
DUelennetioveen by Ave s, ULk,
Wachirget n, DU N g N
. . o .
' e ’
o L . !
. ’ .
- - » - - *
- ~ A}
' - 5 \,
N > )
4 oy ¥ L
. - ¢ : -
) . ' R L AN
2y
.
b ' ’ -
1 ' N
. »
’ M -
&y .
-~ .
3 ~
) £
. » - “)
1
[} - »
'*. [ certify that the items requisitioned above have 14, REQUESTFO BY
Y .
be®n received . ,
_ _ i
B TITLE )
(Date} - (Recetiling imi;-lAmAvArTWAAi :'_ Director l
HUD—,d (11=-701 REPLACES FORMS FHA~TS, FNA-7‘.A, FHA-103 ANO PREVIOUS FJIV‘UN‘*H'LH ARF OBSOLFTE
' o * - * l ’
. v
N LY N !
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publisher or jobber without: cparge, but not if they have* been
stamped or partially processed.

v
.

i

" -
* a, The property stamp should hte placed inside the front and back ,
covers and titlé page. Some librarians also put this stamp on .
a designated page within each publicatlon. Periodical issues
are stamped on: the front cover. _
‘ ' ! .
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2265.3
. "Figure 16 i X
) T, P@rom "Urban Vocabulary ' ' o .
Bond yields {332.8) S8 and xx US. Exscutive departments — ' Y
,oxx Bonds Appropriations and expenditures
Bonds (332.63) ° Budgats (647.1)

x Debentures

xx Corporation faw

XX Corporngons

xx Finance

xx Negotiable instruments

xx Seeurities

sa Bond yield tables .
sa Bond yiefds .

sa Municipal bonds

sa State bonds ¢

Bonds, Fidelity SEE Sure jp and guaranty
Bonus system SEE Wage incentives

Book sslection {025.2)
xx Library science
sa Bibliography

Book trade SEE Publishers and publishing

Brick construction (693.2)
xx Building construction
sa Bricklaying
sa and xa Tiie construction .

———Contracts and spacifications
xx Building construction — Contracts and
specifications
xx Contracts

_ Brick industry (666.7) * -
xx Building industry
sa and xx Bricks .

Brickiaying (693.2)
xx Brick construction
» xx Bricks
. xx Building construction
Bricks (691.42)
xx Building materials
sa Bricklaying
sa and xx Brick industry

sa and xx Clay .

Bridges {624.2)
xx Concrete construction
xx Engineering
xx Welding
sa  Vibration
sa and xx Trusses

—+—Standards and specifjcntions

Budget {336) . .
{Here are entered works on appropriations
and expenditures of government depart-
. mants, agencies, etc. Works on family
' budgets are entered undey Budgets or
Family income and sxpenditure)

x Planning-programming-budgeting

xx Finance

sa Municipal finance

sa State finance 3

sa and xx U.S. Appropriations end ex- 4
penditures

EMC G

Aruitoxt provided by Eic:

-

Page 36 : ' . .t

(Budgets for families)
“sa and xx Cost and standard of living
sa and xx Family income and oxpcnda-
' ture

Bun!dlng SEE Building construction; Building
industry

Buiiding, Fireproof SEE Fireproof construction

Building and joan associations SEE Savings and
loan associations

A\
Building associations ' SEE  Savings and ioan
associations

"Building board SEE Watiboard .

Building code administration (690.091.82) '
x  Administration N
xx Building codes

Building todes (Geographic subdivision)

(690.091.82) 4
x Building laws and reguiations
x Byilding ordinances . . .
uilding regulations -
Codes

x State building codes
xx Building construction
xx Building construction — Contucts
#nd specifications
sa Building code administretion w '
sa Building inspection ~
sa Building qateriais — Standards and
* specifications .
Electrical codes " <
Fire prevention
Fireproof construction
Heating codes
Plumbing codes. ~  ° 5
Zoning {egisiation ' - L
and xx Building standards - .
and xx Housing codes

r
Building cpmponents SEE Coordinated com- a
ponents . - -

Buildin‘} oonstruction -{Geographic subdivision}
6!

(Here are entered works el|irw with the . »
process of construcfon, Workson :
the constructior buSiness are entered 5
' under Building industry)
x Building .
x Construction .
x House construction ! .
% Residential construction '
xx Engineering
xx Technology . .
xx Tools .

sa Aided seif-help housmg
sa  Architeotural acoustics
sa Basements

Brick construction

sa Bricklayipg 3
sa Buiiding codes

sa Building construction Mms

. .

Yy

TR . ;
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CHAPTER .5.. TECHNICAL ORGANIZATION OF MATERIALS

CATALOGING AND CLASSIFICATION: Following is a brief description
) of the cataloging and classification of library materials. For
more detailed instruction.on various aspects, consult the books

listed in the bibliography or the HUD Headquarters Cataloging
unit,

~

The Headquarters Library ¢athlogs and classifies materials to <‘5
provide a bibliographic record for information retrieval, "
Subjects are assigned from the "Urban Vocabulary" (Figure16 ).t

a list of subject headings created and developed by the Library

to meet gthe special needs of the Department and the -group it
‘serves, ) . . ' :

a. Books ape classified according to the Universal D?Cimal System’
(uDC) (Figure 17 )s modified to meet the ;speclal needs of the
Department and its cllent groups, The author’ numbers are

" assigned by the Cutter System as modified by HUD library usage.
(Figure 1 . ‘
The public card catalog is arranged alphabetically with
authors (personal and corporate), titles, and subjects inter-
filede In addition, G. K. Hall Co. has reproduced the card
catalog in a nineteen volums book cathdlog with supplements that
is available in the Headquarters and Regional Office Libraries.
Volume 19 is a computer produced book catalog listing the Huu
Comprehensive Planning Reports (701 Reports) by geographic
and _KWIC index, (Spe Paragraph 46, Organization and Control -
of Coqsrehensive Planning Reports

The Headquarters cataloging and classification systems are
recommended for use in all field libraries to help create a
uniform network and facilitate exchange of material among the
various libraries, . .
CLASSIFICATION is an ordered arrangement that groups togethgr
books on similar topics, It is particularly helpful in an open
shelf. library for browsing purposes,” Most classification systems-
use a notation scheme of numbers and/or letters to identify a '
publication, )

a.” Universal Decimal System, The UDC is numeric. 1In assigning '
the UDC number the first step is to analyze the subject N
content and determine the primary subject, Locate that y
subject in the "Urban Vocabulary” and use the UDC number
indicated in parentheses foliowing the subject, If a
geographlic designation is desired, the librarian mé& consult
the geographic listing that was distributed with the draft of




oot ., Flgure 17 s
T UNIVERSAL DECIMAL CLASSIFICATION B

, ' " OUTLINE OF THE MAIN DIVISIONS

000 GENERALITIES

v ’

000 Prolegomena. Fundamentals. of knowledge and culture .
010 Bibliography. Catalogues

020 Libraries. Librarlanship" . 4
a, «030 Enéyclopedias. Dictionaries. Reference books \
- . . O40 Essays, Pamphlets, offprints, brochures and the like 7 N
: : 050 Pericdicals., Reviews . ¢
060 Cprporate bodles. Institutions. Assoclatlions. ’
. Congreases., Exhibitlons, Museums : D
- 070 Newspapers. Journalism - L *

- 080 Polygraphies., Collective works
, 090 Manuscripts. Rare and remarkable works. .Cuxlosa

100 PHILOSOPHY., METAPHYSICS. PSYCHOLOGY.
LOGIC. ETHICS AND MORALS

..

110 Metaphysics - -
.130 Megaphysics of s§§r1tual 1ife. Occultism -~
140 Philosophical systems : ’
150 Psychology ) :
160 Logic. Theory of knowledge. Logical method .
170 Ethics. Moral science. Conventlon . “
180 Aesthetics

S . . n

. 200 RELIGION. THEOLOGY //y-\j) o ;
210 Natural theology

220 Holy Scripture, The Bible
230 Dogmatic theology ,

, Y 240. The religious life. Practlcal theology

. 250 Pastoral theology - . ) '
260 The Christian church in gehgral

. 270 General history of the Christian church
: 280 Christian churches or worshipping bodies ,

290 Non-Christian religlions., Comparative religion

300 ‘SOCIAL SCIENCES. ECONOMICS. LAW.
” ' GOVERNMENT. EDUCATION 14

300 General sociology. Soclography
310 Statistics
320 Political science, Politics. Current affairs
330 Polstical and social -economy. Economics

* 340 Jurisprudence. Law. Legislation N
350. Public administration. Military sclence. Dgfence
360 Social relief and welfare. Insurance '

370 Educatlon x‘ -
380 Trade, Commerce. Communication and transport
" 390 Ethnography. Custom and tradition. Folklore

y i Page 38
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400

410
420
430

Lso
L60
470
480
490

500

510
520
530
540
550
560
570
580
590

600

610
620
630
640
- §50

660
670
650
630

700
710

720
730

7l

750
760
770
.780
790

800

800

820 .

830

850

PHILOLOGY. LINGUISTICS, LANGUAGES

Philology and linguistics in general
Western languages in general, English
Germanic languages. German. Dutch, etc.
Romance languages in general. French -
Italian. Roumanian, etc.,

Spanish. Portaguese, etc.

Latin and Greek .

Slavonic languages, Baltic languages
Oriental, African and other languages .

MATHEMATICS AND NATURAL SCIENCE

Mathematics

Astronomy. Surveying. Geodesy ' '
Physics and mechanics

Chemistry, Crystallography, Mineralogy

Geology, Metedrology

Palacontology .

Blology. Anthropology
Botany

Zoology .

APPL}ED SCIENCES, MEDICINE® TECHNOLOGY

Medical sciences. ‘Health and safety,

Engineering and technology generally

Agriculture, Forestry, Stockbreeding, Fisheries

Lomestic science, Household economy ‘

Commercial, office, busineso techniques, Management
Communication. Transport

Chemical industry: Chemical technology

Manufactures, industries and crafts,

Specialized trades, crafts and industries

Building industry, materials, trades, construction

THE ARTS. RECREATION. SPORT, ETC.

Physical planning, Landscape, etc.

Architecture

Sculpture and the plastic arts

Drawing and minor arts and crafts

Painting - Coe : ' (
Engraving and prints

Photography. Cirnematography, etc.

Music - ‘

Entertainment, Pastimes. Games, Sport

LITERATURE, BELLES LETTEES

Generalities, FPFhetoric. Criticism

Literature of the Western countries. Engldsh Lisgrature
Germanic literature: German, Dutch and Scandinavia
Romance literature., French .literature

Italian literatu%e. Roumanian literature
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Spanish literature. Portuguese literature
Classical, Latin and Greek literature
Slavonic literature. Baltic literature
Oriental, African and other llterature

R

GEOGRAPHY. BIOGRAPHY. HISTQRY

Geography, exploration and travel

Biography. Genealogy. Heraldry

History in general. Sources. Anclient history
Mediaeval and modern history

Histdry of Europe ‘

History of Asia

History of Africa

History of North America : N\
Histg{y of South America

History of Occania, Australasia and Polar region

. -
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*  Figure 18 “

U.S, Department.of Housing and Urban Development Library -
Code for Asgigning Book Numbers

" The book numbers are part of the call nambers. The first lines in the call:
. . number relate to the subject classification and are used by any ndmber of books;
the book numbers on subsequent lines distinguish the individual books. !
R In general, the Cutter or book number is dependent on the catalog entry. In v
. - . . order that no two bookd have an identical number, the book number used in the
HUD Libfrary is a combination of letters-and figures arranged so that books with
the sam¢ classification may be located on the shelves and quickly identified.

[

The basic elements of the book number system used are: -
1, The initial letter is usually taken from the fi}st word (not an aﬂ‘;cle)
P of the author or title entry. as shown'on the main entry card. It is
written in uﬂper case. This is followed by two figures to represent
the two subsequent letters in the word selected in accordance with
o this scheduls: '
‘ . ab
cde
! N fgh
i . ~\ 1jk :
> lmn
. opq

.

~

-

odonmeEswne

. uve w
xyz < 9 - -
For example, Grebler, G72, but Greene G722, since it must be distin- .
guished from Grebler if the titles being cataloged have the same

, classification. However, if the book by Grebler is classifief in 600 ’ //)’—‘

and thq.onb'by'creene in 711, G?72 may be used for both since the
classification differs. - ¢
2, Two books written by the same author and having the same classification
* are distinguished by adding to the book number the first letter of the
first word of the title not an article, It is written in lower case.
For example: Wilma Donahue's Housing and Social Health of Older
People would take the call number 728i1 1362.6 D65h to distinguish it
. from her Housing for the Aged also classified in 728.1 1362.6. :

3. Two, three or four titles by the same author in the same class and
. -beginning with the same three or four letters are distinguished-by
adding in lower case the first, fiTst two, or first three letters of
the first word-of the titles to the book number. For examplet
. Three books by Wilma Donahue having a title beginning with the word
Housing would take the call numbers 728.1 D6% 728.1 D65h; 728.1 D65ho.
A fourth book would' be 728.1 D6 5hou. (Prefetpbly no more than three
. lower case letters are added.) Further titles beginnihg with the same
letters are distinguidhed .by adding an additional figure tb the  two
. ] selected in paragraph 1 above, followed if necessary by lower cise
. S letters as described in paragraphs 2 and 3 above. For example: Si
J - or more books by Wilma Donahue having a title beginning with the word
=~ Housing would have the call numbers 728.1 D65; 728.1 D65h; 728.1
D65ho; 728.1 Dé5hou; 728,1 D651; 748.1 D65lh, etc. A

. .
. ! L
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— . <
. . “Urban Vocabulary” for the appropriate number, (Additional
. copies may be obtained from the Headquarters Library. )

The final step is the assignment of the Cutter number,

b. A temporary arrangemenf of publications alphabetically by
- author may be used when a library is quite small, Adthor,
t§tle, and subject acce’ss may be provided through the card
. catalog. However, a subject arrangement facilitates browsing,
o " assisting the users in finding the right books even when they
7 do not know precisely what they want. With such an arrange-
“ment, a small library may easily convert to a classifieq
system as ‘the collection grows, and timé, personnel, and
budget permit,

~

, . 4L0. CATALOGING, g ,
. — ,
a. Desériptive cataloging is the proceés of establishing the ‘.
author entry, identifying and describing individual publi-
cations in a standardized manner. This basic data includes

- ’ - author, title, imprint (place of publication, publisher, and
. ) . . date), pagination, and the subject and added entries known
- . .as tracings. ( Figure 19 )

b, Subject catalog;;g is the process of determining a specific
word or group of words whic ndicates the subJect or
subjects dealt with in a book or oth

c. Catalog Cards. For each book in the libraryy Jthere should
be a set of catalog cards. The types of cards arg as follows:

e

.- , (1) Author or Main Entry - This is the basic card and
o contains all the descriptive and subject cataloging
data, (Figure 19 ) .

(2) Subject Card(s) - A duplicate of the main entry, this
'‘card has the subject printed in red or capital letters
.above the author, ( Figure 20 )

A

(3) Added Bntry - This card represents a secondary entry, any
. : ( other than the main-entry, such as a joint author, -
editor, corporate body, etc., The added entry is indented
and printed above the author on the top line of a
. duplicate of .the basic card, (Figur321 )

(G) Title Card - The title of the work is indented and print-
ed on the top line of a duplicate of the basic card.
(Fighre 22 )

P ?

2

(5) Shelf List Card - Also a duplicate of the main entry,

- 5/75 . .Page L2
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figﬁre 20
SUBJECT CARD
(Subject may be iyped in red qr capitals)

\ .
~:

693.97  STEEL CONSTRUCTION. .

AS?C American Institute of Steel Construction.

Commentary on the specification for the design,
fabrication and erection of structural steel for
buildings. New York, 1961.

3%. )

1. Steel construction.

Figure 21

ADDED ENTRY CARD

5
&i. 624,131 Demo, Owen R ' . .

:308 . ° Link Ernest G .

(77598) Soil survey of Kenosha and Racine Countles,

45 Wisconsin, by E.G. Link and O.R. Demo. Wash.,

U.S5. Soil Conservation Service, in cooperation
with University of Wisconsin and others, 1970.
1v,

. 1. Soil surveys - Kenosha County, Wis. 2. Soil
surveys - Racine County, Wis. I. Demo, Owen R,
II. U.S. Soil Conservation Service.
III. Wisconsin, Uniyersity. IV. Title.

5/75
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711
(016)
065

339.3
(789)
N28

n

A
Qoricb

no., 228

(Sﬂﬂﬁs)

Figure 22

TITLE CARD et

-

Automobile parking. ‘ 47
Kessler, Mary Z
© Automobile -parking: a selected list of
references. Indianapolis, Indiana Dept of
Commerce, Planning Division Library, 1971.
23p. "{Council of Planning Librarians.
Exchange bibliography no. 228) .

1. Planning - Bibl, 2. Parking - Bibl.
I. Indiana. Dept. of Commerce. Planning
Divisior. Library., IIs Title. (Series:
Council of Planning Librarians. Exchange
bibliography no. 228.

Figure 23

SHELF LIST CARD

\

New Mexico. Bureau of Business
Research,
19 56 b7
Income by counties in New Mexico, by Vincente T.
Ximemes.
Albuquerque, N.M., 195 15
A2 v. 1illus, (New Mexico studies in business

and economics no. 5}’6« . )

University.

For complete information see shelf 1ist.

1. Inéome - New Mexico. I. Ximenes, Vincente T.

SL.

w 2

5/75
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. this card is arranged in order by classification number,

. irn the same order the publications are filed on the

3 . shelf. Usually the shelf list catalog is kept in the

e work area of the library. It provides an accurate
’ record of the library’s holdings and may contain
acquisition information on each item. The cards may be
distinguished by stamping or typing "S.L.” on them.
The shelf 1ist file may be used to avoid order duplica-
. tion, insure classification uniformity, inventory the -~
collection, prevent classification duplication, and
‘ indicate the number of books in a class, ( Figure 23)

(6) Analytic Card(s) - This card identifies a small unit of
’ information such as‘'a chapter within a book. ( Figure
-24) For example if a HUD official authors a section in
a publication, an analytic card may be made.

(7) "See” Card - A "see” card indicates there is no informa-
tion under this subject and refers the user to other .~
appropriate headings., ( Figure 25)

Y (8) "See Also"™ Card - 'This card refers the user to addition-
. al, related material filed under different subject head-
ings, (Figure 26)

41. PREPARATION OF CATALOG CARDS. There are three basic ways a
library may prcduce catalog cards - type the entire set, purchase
printed cards, or type the main entry and use duplicating equip-
ment to supply the rest.

a, The Headquarters Library's cards are produced with the use
of the IBM. Magnetic Tape Selectric Typewriter (MT/ST). This
me thod 1s best employed where moderate to high volume card
work is needed (100 or more publications per week). With

N\ this typewriter, 1t is necessary only to type the main entry
- card, additlional cards with appropriate headings are repro-
duced by ‘the machine.

)

*
b. Reglonal Methods. The Denver Regional Library types a main
entry then uses a mini-duplicator to reproduce additional
cards. One or two Regional libraries purchase printed
Library of Congress cards and type HUD classification
numbers and subject headings on them. The Chicago Regional
‘Library ‘prepares a master unit card and reproduces it on
card stock using a standard photocopying machine with vari-
able weight paper feeder. Other Regional Librard#s type oOne
card and have the reét printed by an outside contractor.

c. Selecting a Method. The method selected depends on  the needs
{ .

) . 5/75 ) ‘ Page L6
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w 728,1

Figure 24

ANALYTIC CARD

228.1 ot _ ’
H6874h Lilley, William IIT i
The homebuilders' lobby, by W. Lilley III,

Deputy Assistant Secretary for Policy Devélopment ’ : !
and Research,  HUD, . . !

(In‘Housing urban America, edited by Jon ° ' -
Pynoos and others. Chicago, Aldine Pub, Co.,
1973- P- 30'“'8) -

1, Housing. 2. Minority groups s Housing, .
I, Title,. . L . .

1

The purpose of an analytic card is-to identify sections of a‘
work not normally brought out in the regular cataloging pro=-

cedures, The same purpose may be served by, cataloging the
work as follows,

.

H6874h Housing urban America, edited by J Pynoos .
and others, Chicago, Aldine Pu Co., 1973.
597p.. / .
. / :
Partial contents,~-The homebdilders' lobby, by'
W, Lilley III, Deputy Assistant Secretary- for
Pélrﬂy Development and Resgarch, HUD.. . ‘
Bibliography: p. 579-59%. B :
’ . ¢
1, Hoasing., 2., Minoylty grdoups - Housinhg, '
I. Pynoos, Jon, ed. I. Lilley, William III. -
The homebuilders’ lobby. '

- " \ '
/" Page 47 : ) 5/75
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Figure 25

"Sae" Car’d‘

HOUSING ABANDONMENT B ’

See . o

ABANDONED BUILDINGS

*”

Figure 26

* "See also" Card
- wn oo

)
3

BURGLARY - PROTECT ION

See ‘alkso . >

LAW ENFORCEMENT

v

.-




' “L3. CATALOG CARD

; N * B T/

of the libraflf a\nd the equipment a’vai,la/{;le.x Eyppfjall , ..'%vi . '.‘)‘,ﬂ-;“i‘ .
‘ , catalog -cards is expensive andftirr(e*«cqns QA , ,}
. : - prlnted cards is useful. only’ 5 the G }‘ N

) fast, moderately priced servicé' f)Lng & oY card for /:';4.‘§ L
mechanical reproduction has' pro ed st stiec s)s&}ul dh"

field [librdries as long ‘as the"ca'r s

quickh_y and economically / Tk 4, e

A general format for typ“in%
27 . ¥ .

. ti
ST . ﬂnd

.+« book’ oatalog distributegd

. S e - ,«/,1'~ et )
. _ However,/a Hegional, A a or Insuring Off).ce Librarty may vis,h t6 AN )’ '
use the standard Américan Library Associatidn rules feor fi\]%n s I
catalog cards. (See Chapter 17, Libriry Organizat'ional Gei esi o \i
A SeILected Bibliography) . / i oy et )

43, CHAEGE CAﬁDsi v ﬁOOK Poc,xwrs AND BOOK LABEIA‘-S/

LiNG 'I'he Headqu 8 I,,ibrary uses%ﬁ: f::ca- v ’,}J
“

" the AmeXican v_w!rary A'SSoc,iation {
ook catalog. rules may ve féu d ,rrr Volume 1
to all Region,s or-a copy ofi ‘f/h“,k % )

may be obi,;ained f rom the Headquarters L:Lbrary Catal?‘gx *umt. . ey '/E’

\( . } '
e
R NI ) ,

hasin L f
r vide,{a% ’ '

d # ,W/\ ’ gl ‘\ :
et N S

PR
(3 \

oo
catalog (,‘ands i,S/ showrl'

Ea
-
;"Y

n<

<
=

>
-
»

EN e N

i?ﬁ&car

Jng ruJ(e/s ‘ %ﬂ th

.’,‘_'\\ ". I \’\\ ’ 3 7.
’ - -:" i Ca b L.

\(t 0wk

'
[}
i

4 . v
Wl . L
SN

\\‘may'

«

’
K

J

Char e Cards HUD—75O Librhry Boe§
E requested;from Headuuarte,rs otv. a.
Supplies and Eguipment The "chgrge or hoo ok card should have4 “ o
theﬂ ‘call number, cdpy number, authc»z‘, ‘and tif,le " i ) ' :

.’,, iy

Book pockets ( Figure 29 ) may be ob‘tafmed ét any lfbrary F “
supply firm, They are pasted on the ghack inside’ cpven of‘\ th'e S,
book ;or pamphlet or on the first bl'ank‘ flyleaf when thereia e B
Rs 61; charts, - For ease.of 1dent1£ication, a boolg poo«ket A '1,,_,
§b bear. the classificatign. oF \call number& copy number, IR SN
i author, and title of the publ“zic‘atlén,’b»\ wbx ,\«\\/ *\» W o
° b .‘ ), /{

‘ .4

: ‘ o o -
< n. G \"Bgok’ labels (Figure 30) are availabl at ]11; Bary;;\b\;suppl afirms ? P
., most statlonery stores. The’ class‘lfi ation '\gmbéﬁ’ is‘y\t pe&‘x RIANRTOFERIP AL

orn: the label, and the label_ secured

thév book spihe. If the spine is thbo nArrow, marﬂf:ix he- }abe‘l F & '
. S tQ the, upper left hand corner of the pub‘ii?:e,‘tiqn., JIhe -

TG A \\, classi,ﬁ;i ation number is also generally wrifte on "‘f(h@ vers&,!\p

‘ ) of the ‘title page.. Thus, if the label is damag
the relabeling proéess is simplified

/ .

.4),. PERIODICAL ORGANIZATION AND CONTROL, A,

‘ 4} Jt, f a
ardf ( Fi é 28?. may R ‘ AN
HUD-JRO Rad’néat For I

il oa ‘

4o th{ -we}r,p\ort,lé of g Sy

s e ¥
ed or re;ﬂgve s
. T cNe e
N Rt SR
> A

perioda,oal is here defined’ W o

v - 3 .
’ D ‘Page 1:.9
' - o uJ

‘ - *  as a publication jssued twice 2 year or more often; AV, :’; LY

. 7 ! [ re TR
T vooroos £ " » o ‘(\\N"\' 1 EAR
PR U a. “Oreg anization. Periodicals, in the Headquartae,rs I&brary,’mfé, \‘ﬁ e N
VO N M
e PR N T N T A
e : K be V., .‘},.\ 4
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s v
e Rules for the Production of HUD Library Catalog Cards

. - . ) ) . N v
.1. -Call numbqpv Start typiné call numbef on the second lin® from the top of
the card. Begin typing two spaces in from the left hand border'of the

. 6l

v same line with the author entry, not

card., Keep the left hand margin uniform for all lines of the call number.

v

Margin for all catalog copy othér than call number: Fix this margin by

Author entrfz Begin typing the name of the author ori the third line from
the top of the card (on the same line with- the second line of the call

number) .
above,

Stdrt the author's name at the margin established in no. 2
If the author's name runs t3 more than one line, indent the second

and subsequent lines two spaces to the right of the first line,

.

Tit1d: Indent the title two spaées to the right of the margin‘es%aé}lshed

in no. 2 above.
out to the margin.

© 1

Bring the second and subsequent lines of this par%graph

Collation: Indent the paging two spaces to the right of the margin estab-

i 1ished in no..2*above.

\

;,paragraph out to the margin.

PR

"Notes: .Indent the "first line two spaces, Bring the second

Bring the second and subsequent lines of this

lines of this paragraph out to the margin.

Subjéct heéadings and added entries: Indent the first line two spaces,
Bring the second and subsequent lines of this paragraph out to the

N

ahd*sugsé%uent
‘ TSN

N

Arabic and Romap num?rals are followed by a period and one space. ‘- When
typing such entrigs as "U.S." or "U.K." do not leave any spaces between

initials and” periods.
same ‘procedure in typing proper namesf

Simms, L.G,, jt. au.)

-

However, leave two spaces before typing the next
word th§t-follows. (e.g., U.K. .Building Research Station,

hgt incluBe initials,
space between th® initlals and the-perfd

Fodllow: the
Do thv‘ )

< tha follow them. (e.gl!'

Copy uhiéh_ruds to two cards: At the end .sf the first card, type-ﬂhese

words: (Con't on next card).
on the first card.

on the first card, Position the author

entry 1

Position this on the right on the last\line
un the, second card, repgat the call number e¥ﬂct1. as
the same place ag-ay“the

first card. Follow ‘t¢ by the first couple of words in the title.fo}}oued
he end of the paragraph in, (
d card, the title follows én. the

by three perinds aid the date taken frg
which the title is foumd. On the sgc

hatd end of the same lige type these

n a separate line,
ds: (Card 2).
enough room on that line, type it af the right on the next line,

One the .right
If there isinpt
Thén .

skip one liﬂi)before continuing typing-the rest of the copy.

Typing subject headings and -added eptries at the top of cardss: These

heaqings are typed in all caps. Added
as shown in the copy. If the entry is
on the second line, from the top of the
call number), Indent it tWo spaces to
in no. 2 above., If the entry will run

entries are typed on the lines at the top of the first card., Subject

entries are in upper and lower case

one line or less in length, iygc it
t2 the top line of the

card feepot

the right of the margin established
longer than.one line, indent.the
second ahd subsequent lines 4wo additional spaces to the right ‘of the _
first line. Move tha.copy up on tmwe card as necessary to fit it in.

.

f
ﬂgrgin.,

* moving to the right two spaces' beyond the‘longest line in the call numpér. v
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. - . o Figure 27

v 10, Treatment of initials in names of aﬁthors and othefsx In the author entry,
d® not put periods after initlals in the name. Leave five spaces after :
each initial instead. Do the same for names appearing at the top of the
cards as added entries. (Howevgr, note that periods without spbaces follow
initials’of persons in the’added entry paragraph in the bddy of the card.)

) i1. In call number, don't type lower case "L" --,it looks like the numeral one
~J)’ ) and causes confusion., Handscribe it on cards in black ink, like this,l-
, ~
12, When the following abhreaviations appear in the subject headings -- Bibl,,

. ‘ ) Dict., Dirert. -- write the words out in full when typing the subject
headings on the tops of the cards--- BIBLIUGRAPHY, DICTIONARIES, DIREC-

TORIES., .
° 13, Wnen'the added entry "Title" appears, the typist is to plek up the title .
. K ‘from the copy and type the wording of the title at the top of the
appropriate added entry card. Do not put tae word "Title” at the top of te "

R i the card, A title includes all words up to, but not beyond, a colon,
., semi-colon, or period, If in applying this rule the title exceeds. two
lines in length, refer title to HUD Library for a decision.

.

14, When‘the added entry “"Title™ is followed by given wording, type this
- ( wording at the top of the appropriate added entry card. (e.g,, Title:
L ) Surface water in Illinéis. Type only "Surface water fh Illinois.")

. » , . o

' 15. When the word "(Series)" appears in the tracings, 1t should be ignored
. when typing added entry cards -- that is, it appears in the body of the
A ' card but is not typed at the top of an added entry card. However, if
the entry is “Series:" follewed by given wording, type this wording at '
the top of @he appropriate added entry card.

.

. 16, Be sure to distinguish between brackets and parentheses,
. ’ ¢

17. Certain information given in the copy is not to be typed on the finished

cards, This includes information”on holdings or in regard to open entry

"material. The cataloger (or lib;arian) will cirgle any infoagi;ion that
9

1s not to be reproduced by the typist. (e.g.. @ @v. 1 ) '

Y

,' ) 18. lumber of carde to make: Make four main entry cards (Central Office only),
plus one card with each subject heading and added entry typed at the top

above the rest of the copy. (See samples) -

N .
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Figure 27 @
Positioning copy or cards (Rules 1 - 7) .

»

Main entry card

Sa Har.cteen, Cle Edvard.
_ Aralycic of rstress distribution in chear walls
py tre firite element dir 1lacement method. Oslo,
lorwegtar Fuilling Reuearck Irctitute, 1969,
77--3r. (0s15. lorge: Byggforckningsinstitutt,
Reprint 16n) '

Repririted from: IV International Congre°s on
the Application of Mathematicc in Engineering.

/ The Applicstion of fomputers tn Puilding, Weimar
[ . 1967, Reports Vol. 1.
1., Walle, 2, Strains and stresses.,:
I. 0zlo, ‘lorges Byegforckringsinstitutt,
IT. Title.
Typing subject headings at top of cards (Rule 9)
i: Subject heading card #1 N
. - (on, 277 WALLS,

’ .

H1 Sa Harieteen, Ole Edvard.™ 7
Aralysic of #trese dictribi*ion ir chear walls
-by the fihifH clement disrlp<ewpr+‘mothuu. Oslo,
. norwesian Fuilding Researeh Irnctitute, 1969,
_ 77-73p.  (Orlo. Norees Fygsgforskningsinstitutt,
Reprint 160) : -

. - . FeprintoT from: IV Tmterrstioral Congress on 7
the Arrliretion of Muthem:tics ir Englneering.
The Aprliretiorn of Computers in REnilding, Welmar
19€7. Rerorte Vol% 1. .
‘ e

1. walte. ’ 2. Strains and stresres,

1. Oclo “orges retorekningcinctitutt,
II. Title. . '

_ 5/75 ‘ Page 52 .
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Figure 27
P

" Typing subject headingg at top of card (Rule 9)

+
Subject heading card #2

690,22  STRAINS AND STRESSES.
Hl 5a Har.steen, Ole Edvard,

Analysis of stress distribution in sheur walls
by the_ finite element displacement method. Oslo,
Norwegian Building Research Institute, 1969.

77-83p. (0Oslo. Norges Byggforskningsinstitutt.
Reprint 160) :

Reprinted from: IV International Congress on
the Application of Mathematics in Englneering.
‘The Application of.Computers in Building, Weimar
1967. Reports Vol. 1. ‘

1, Walls, 2, Strains and stresses.
I. Oslo. Norges . Byggfqr§kn1ngsinstitutt.
I1. Title. ) - -
. A+
Typing added entries at top of cards (Rule 9) n

A®ed entry card

690,22 0slo. Norges Byggforskningsinstitutt.
HipPa Hansteen, Ole Edvard.
’ Analysis of stress distribution in shear walls
by the finite element displacement method. Oslo,
Norwegian Bullding Research Institute, 1969.
»~ 77—83p. (Oslo. Norges Byggforskningsinstitutt,
: Reprint 160) '

Reprinted from: IV Interrnational Congress.on
the.Application of Mathematics in Engineering. ' )
The Application of Computers in Building, Weimar T

1967. Reports Vol, 1.

' 1. Walls. X 2, Strairs and stresses.
I. Oslo., Norges Byggforskningsinstitutt.
IT. Title B
Page 53 . 5/75




Figure 27

Copy which runs to two cards (Rule 8) '

/ )

- . First card “
3
388
7946) Martin, Darryl B .
7 Feasibility of an exclusive lane for buses on >

+ the San Francisco-0akland Bay Bridge, :
Zgécrament§7 State of California, Business and
Transportation Agency, Dept. of Public Works,
Div. of Highways and Div. of Bay Toll,Cressings,
1969. . . '

30p. i} ‘
To be presented*at 49th annual meeting,
Highway Research Board, Jan. 1970.

1, Transportation - San Francisco Bay Area,

2., Journey to work, I, California, Div.
of Highways. (Cont'd on next card)
N +
»
j s
R Second card . )
)
388 . .
(7946) Martin, Darryl B Feasibility of an exclusive
M17 . lane for buses...1969, (Card 2) .
II. Title: Buses. TII. Title. IV. Highway
Research Board. .
K A - -
.'y.‘"v- -
~"
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: ' i) ' |




L o . 2265;3 ‘

=
. . t '
Typ1Qg titla at top of cards (Rule 9 for spacing, Rule 13)

. . ’ v

Figure 27

-

Title card

Ahalysis f stress distribution in shear walls

690,22 by the ffinite element displacement method. )
H1 5a Hansteen, Ole Edvard. .
S ' Analysis of stress distribution in shear walls

by the finite element displacement metnod. Oslo,
Norwegian Building Research Institute, 1969,

77-83p. (Oslo. Norges Byggforskningsinstitutt,
Reprim 160) ‘

R

Reprinted from: IV International Congress on

" the ‘Application of Mathematics in Engineering..
. . *- The Application of Computers in Building; Weimar
. 1967. Reports Vol. 1.
"1. Walls. . ' .+ 2, Strains and stresses,
I. Oslg, Norges Byggforskningsinstitutt,
II. TitYe. i T

P

Treatment of initials and spacing. in added entry (?ule 7)

’ Added'entry card #2 i

‘

v

90,22 -~ UJ.K. Bullding-Research Statliomn. ' .
66 Wood, R H
- A tentative design method for the composite
) ' action of heavily lgad&d brick. panel walls
o supported on reinforced concrete beams,-by R.,H.
Wood and L.G., Simms. Garstoh, Eng., Building
Research Station, 1969.
r 6ép. (U.K. Bullding Research Station.
Current paper CP 26/69) ~

' B ' .
-

1. Walls. 2. Brick ¢opfstruction. .3. Concrete,
Reinforced. 1I. Simms,\[.G., jt. au.
IT. U.K. Puilding Reséarch Station. III. Title.

<ok
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Figure 27

w Treatment- of initials‘ in author's name (Rule 10)

Main entry card

CA

690,22 )
w66 Wood, R H
A tentative design method for the~composite
«.action ‘of heavily loaded brick panel walls 4
" supported on reinforced concrete beams, by R.H.

\ . Wood and L.G. Simms.’ Garston, Eng., Building o -
Research Station, 1969, o .
6ép. (U.K. Building Research Station. -

Current paper CP 26/69
\
. ' . 1. Walls. 2. Brick construction. 3. Concrete,
Reinforced. I. Simms, L.G., jt. au,
IT, U.K. Building Research Station, III, Title.

Treatment of initials in added entry (Rule™10)

Added entry card #1

]

690,22 Simms, L G jt. au,
w66 Wood, R H
A tentative design method for the composite
action of heavily loaded brick panel walls.
supported on réinforced concrete beams, by R.H.
Wood. and L.G. Simms, Garsign, Eng., Building
Research Station, 1969, .
6p. (U.K. Bullding Research Station,
Current paper CP 26/69) )
Ly ‘ 1, Walls., 2. Brick construction., 3. Concrete,
Reinforced. I. Simms, L.G., jt. au,
IT. U.K. Building Research Station., III. Title,

5/75 Page 56
A y




2265.3

v * Flgure 28 -~

HUD-750, Library Book Card

© 711.73 A66 c.3

Appleyard, Donald, .
The view from the road.

-

DATE ISSUED TO

9-13-731 S, Smith Rm, 1072

' X56304

10-}_{:—7} . »

o

US.DEPARTMENT OF HOUSING AND URBAN DEVELOPMENT

LIBRARY BOOK CARD

HUD=780 (5=70)

Page 57
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Figure 29' ,

Book Pocket

711.73 A66 c.3 - .

Appleyard, Qonald:
The view from the road.

-
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Figure 30 ( .
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arranged alphabetically by title, The "HUD Library
Periodicals List" contains all periodicals availl in the
HUD Library as of March 1971. Field libraries may ¥ind the
list helpful in establishing title entries, identifying
puhlishers, and the like,

Control. There are several systems for pexlodical control and
record keeping, The most commoh uses a visible card file such
as the Remingtpn Rand Kardex or Demco Visible File,

(1) The Kardex or Visible File is a metal file containing
a number of shallow drawers in which printed cards are
placed so only the lower edge, with the periodical
title is.visible, (Fiéure% :

£

(2) Kardex cards are availlable for daily, weekly, and
monthly periodicals; ( Figures 9 - 11) - A1l periodicals,
both ﬁurchased and free, are entered on these cards -
daily and weekly by date of issue, monthly by date

recelved, .

They may also contain acquisition(See Chapter 4, -

Acquisition of Material, Paragraph 81, Periodicafs)

bindery, ‘routing or other informat}on. "To route

periodicalS, record the names and room numbers‘of the

- persons receiwing them regularly on the back of the card
" " or _on a routing slip attacheéd to the card.

‘i

.

45. ORCANIZATION AND CONTROL OF LEGAL MATERIALS. In the Headquarters:

a.

Iibrary, legal publications are cataloged. in the same

manner as the general material, and the catalog cards interfiled ‘

in the general card catalog. Classifibation, however, differs; °
. The designations "LAW" (Law, Treatise), and “LAW R" (Law, .

Reference) are used on catalog cards, book cards, and book pockets,

The spines of the legal books, with the exception of legal

reference and treatises, are not labeled,

Legal periodicals should be entered in'a visiblg card file,
with the general periodicals, but filed with the legal
collection, .

. . .
Shelf Arrangement, For a suggested 'shelf arrangement of the

legal collecjion, consult Chapter 6 , Physical Organizatlon
of Materials, Paragraph 50, Legal qaterial - et

a,

L6, . ORGANIZATION AND CONTROL OF COMPREHENSIVE PLANNING REPORTS.

S
Regtonal Methods. " In most HUD field libraries with establish- .
ed LComprehensive Planning (701) Report collections, the

>
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L7.

reports are arranged alphabetically by state and within state

by locality. To provide subject and author approach,

standard catalog cards may be prepared for each item with the

geographic designation used instead of a'call number,

In one

Region, a subject arrangement with standard catalog entries

was preferred by the program managers,

Another used full

cataloging and, classification, integrating the reports with

the general collectlon,

h. The Headquarters Librgg%

and classificaiion of 701 reports,
been indexed on se

corded in a computer system,
of reports, one arrangéd by geographic terms and one by title

words (KWIC),

Since 1971,

formerly performed full cataloging
reports have

lected bibliocgraphic data elements and re-
From this are obtained two lists

(1) The KWIC {Keywoerd-in-Context) index is a permuted title

keyword index which serves the user much as a subject

index, The KWIC ‘index 1s comprised ¢f an alphabetical
array of title entries, one for each significant word in

a dotument title.

The words of the title are so position-

ed as to allow the keyword to remain in a constant posi-
tion relative to other keywords .while the balance of the
title is adjusted either to the left or right as space
* allows. The document title is repeated as' many times as
there are title keywords, and each entry appears alpha-

betically under its respective keyword, .

(2) Listing the Comprehensive Planning Reperts began, as a

’ new feature, with the November/December 1971 of "Housiné

and Planning References”.
the May June 1973 issue,

The KWIC indekaas added with

Of the more than 40,000 reports issued,,29,000 are listed
and 7,000 dnder
The citations 'in Volume
10 are arranged by gecgraphic place name and KWIC index;

in Volume 19 of the
the heading "U,S, HUD,

those in Volume 17 are completely cataloged.

ORGANIZATION AND CONTROL OF MICROFORMS.

of microforms: microfilm and microfiche.

a, 35 mm microfilm contains at 1east one .page of materlal per

frame,

b. Microfiche is usuall, alf x 6 filing card containing up to

sixty or more pages of material

c. Reader/Printer,

L4

Both‘microforms, of course, require a

"Dictionary Catalog",
UPAP",

There are two main types

v

-

" Page 62
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mechanical* reader for viewing. It is best to obtain a. \\ O o
maching that’ handles both microforms. - A reader/prin'ter ; Y
“is more expensive but dllows a hard copy to be printeda vfit’h- Sl ek

¢ out delay. oo o ¥ e -

" ..
“ - - ’ o -
'

- User Response. ‘Many li,brary users dislike microforms, ‘also *‘; o R

2 ~n

- . color and certain’ formats cannot be reproduced : WU, . e
¢ : . . ot .. . ‘ i . ,' . .\',

sefu l_.ness. Microforms can be. extremely» useful in a library' o 1
7 Periodicals, newspapers and even legal materials sﬂch\ as’ the, n‘;\‘:‘\'a‘\
", 'Reporter Systems and Federal Register are av%ilabie on micro”‘ﬁ .
. ‘ ~ film. Many research and technical reprog-ts may also be ob}ain—\' ’{ .
o ed in mi¢yoform. Microform coples tonserve spage. and’/ s?‘v .
e “them in godd condition. It is recomhenddd that- Hegj/onal ddd 7 y
ST . Area Office libraries begin building a mlcroform Collec}tion N N
: . L and purchase a reader/printer, ' Ny \\ Ny .‘L\
o N ‘ R - Px

A

. \ o
T _ _“f. Catalogs on migro;f'orms are ayaflable from Unlversi{yaMlcrow w D
. ‘films, 3‘00 North'Zeeb Road, An.n Arbor, Mlchigan 48106 § U R
’.‘ » ;"“ " AN ' o il . \
.- g. Cataloglj 1nformation about microforms may be recc,rded on
- ’ e \catalog cards according to standar& procec ures. nAn acce§si:o
' +  number rather than' a classification number\may be used 4o’

[

*  ""identify .the microforms. L S ;(‘
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.Figure 32
e ] -F‘iling Sequence
P L .
e, KX
728 728" 728 728 728
B18 C965 . C65f  C653 C653d
N ' S
728 728 728 . . 728 728,
. 0653b Cé6 Cé6 . G87 S52
1960 1961 :
728 728 728 728 728
v RL) (Ok) (07) (41) (L36) -
W% W3l H17 B78 =~  H25
v '. | . N .
n 728 728 28, 128 .
. 1308 :333 392 1392 L1392
MR5 31 P34 .. (016) (493)..
. : A37 J12.
728 728~ 728.1 728.1  728.1
v 1551.5 :551.,5 C25 Cé54 F22
.t B15 . E58 ‘
728.1  728.1 728.1 728.1  728.1 "7//[
(519) " (52) (6) . (330) :332.6  °
K67 J16 AL, H25 (73:347)
‘ , ©B68 ¢ .,
728.1  728.1 728.1 . 7281 - 728.1
333,63 :336,18  :336.18 ’:336.18  :336.18
G15* - (74932) - (7526). (76) +  (761)
P N28 B15, A12 c19 |
¢ Page. 6A h
’ .. W0 y
' ) A\ 1
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CHAPTER :6,. PHYSICAL ORGANIZATION OF MATERIALS o
. . . - ) )\ /l .

GENERAL BOOK COLLECTION., If the generai\cOIIection is-organized
by the personal or corporate author, tHé{shelf arrangement 1is
alphabetical, If the collection has beqqqtlassified,~the publi-
catiofs -Are shelved by call number, L .
3 .
a, General filing instructions for the Universal'DecimallClassi—

" fication numbers are as follows: g

\

(1).- Call numbers are filed in sequence as shown in the

4

following examples:

(a)‘ 728  Basic number - indicates main'subject
c21 Cutter number - indicates author
(b) 728 Basic -
(41) Parenthesis - indicates form or geographic
. Bl6  Gutter - subdivision ((

-

(c) 728 Basic
:308 Cqlon - indicates continuation of main subject
M25 Cutter or-.additional subject

- . o/
() :728,1 Basic with décimal
€25 Cutter
(e) 728.1 Basic with decimal . C
. (368) Parenthesis ' ‘ -~
F37 Cutter : ! .
- .
(f) 728.,1 Basic with decimal
! *, 21 Colon , .
“ A34  Cutter . . -
. - d .
. (g) 7e8.1 Basic‘gith decimal
R 1368 Colon . .
'(u) - Parenthesis
B68 Cutter " ( Filgure 32 )

(2) All numbers including those in parenthesis or following
a colon are filed as if they are decimal numbers.

(3) Cutter numbers are filed alphabetically then decimally,

¥ . ~ e e )

b, Simplified System, Regional, Area or Insuring libraries may @
wish to simplify this system even further, As indicated in
Chapter 5, Technical Organization of Materials, Paragraph 39,
Classification, a basic classificgtion\gﬁmber or basic number

. s : 5/75
X Page 65 Jﬂ / --/“\
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L9.

50.

~a., Legal Reference

with decimal and a Cutter number may bé sufficent to ade-
quately 1dentify a publication., If a geographic or form
designation 1s desired, the appropriate number may be added

in parenthesis,. The Headquarters Library uses Dewey Dec1mal
geographic and form numbers,

Additional information on shelving material ciassified by the
Universal Decimal System may be obtained from the Central
Office Library,

- .
PERIODICALS. in ttheadquarters Library are organized alpha-
betically by title, The arrangement follows the arrangement in
the Library of Congress’' "New Serial Titlés", with two exceptions,
Acronyms and abbreviations are filed as words, letter by letter,
U.S. corporate entries are filed under the first keyword after
U.S, Department of Housing and Urban Development is filed in the
letter "H" under Housing., Field libraries, having fewer periodi-

- cals than the Headquarters Library, may wish to' group U.S.

entries together by filing them under. the letter "U",

.LEGAL MATERIALS., _Each Regional and Area Counsel's Office should

be consulted for recommendations on the physical arrangement of
the legal coflection. If no particular arrangement is specified,
the following may be used,

b. LegalTreatises

Ca Leéal Ené¢yclopedias

d./ Statutes at Large - K
e, Code Congreesional'and Administratfve News ’
f. United ?;ates Codes ‘

g. Code of Federal Regulations

h. Supreme Court'Reporter -~

1, Federal Reporter
J. Federal Supplement .
k. Modern Federal PracticenDiéest and Shepard's gitatiens

3

1. State Statutes >

- 5/75 o e _ Page 64
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-

m. State Digests

n., National Reporter System (alphabetically arranged by title)

-

o. Legal Periodicals .
This list was-designed to include all types of legal materials.
Depending on individual requirements, Regional and Area Office
collections will have only those 1items needed to fulfil their
.functions., Infrequently used materials may be obtained, on
interlibrary loan from other nearby legal facilities. (See
Chapter 8. Circulation, Paragraph 63, Interlibrary Loans)

To provide the most efficient and effective library service, the
legal collection should be lacated with the general and other
library collections. ) ’

COMPREHENSIVE PLANNING REPCRTS in Headquarters Library are‘filed .
‘numerically by accession number, Field collections, organized by
state and locality are filed alphabetically by state and within
staté, alphabetically by locality, ot

OTHER MATERIALS. such as folios and vertical file pamphlets (See -
Chapter 3, The €ollections, Paragraph 19, Organization) .
alphabetically by author or classified and arranged numéricélly

in the same manner as the general collection However, specially
designed shelving may have to be ordered to accomodate these
materials, If they are shelved apart from the general collection,

the designations VF (Vertical file) or Folio should precede the
classification number, : " ’

Microforms are usuafly filed by accessfon number and kept in suit-

able cabinets,
.. - ~> '
(" -
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]
Figure' 33

HUD-336

U.S. DEPARTMENT OF HOUSING AND URBAN DEVELOPMENT,
OFFICE OF THE GENERAL.COUNSEL .

REQUEST FOR MATERIALS RELATING TO
FEDERAL LEGISLATION

(Submit in tnrl'plicqte)

TQ:‘ Office of The Generol Counsel, Department of Housing and
Urbup Development, Washington, D. C. 20410

Attention: Legisiotive Reference Service

FROM: Region__- _  Signed by 1
Dates_« N
- \
-
: 5
Please send odditional copies of the follawing: (N
K]
NUMBER OF NAME OF PUBLICATION, INCLUDING ANY IENTIFYING
coPIES NUMBER, SUCH AS PUBLIC LAW NUMBER

R -

’ z
.
’
. v @

Le | >

L

Request received by Legislative Reference Service

ERIC

Aruitoxt provided by Eic:
e

- {Date] .
Request filled by on '
(Name] Date]
r . 4 = - '
'218887-P HUD-Wash., D. C.
5/75 Page 68
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CHAPTER 7, REFERENCE SERVICE

REQUIREMENTS., 'A thorough knowledge of Departmental concerns,. pro-
grams, and research as well as of the basic reference tools in
the field is necessary to provide adequate ‘reference servige,

The librarian and/or technician should keep abreast of signifi-
cant issies related to housing and be aware of new developments,

SCOPE. Each Regional Office Library should provide maximum refer-
ence service to its Regional, Area, and Insuring Office personnel,
Outside requesters such as local public agencies, universities,.
consultants, public groups, etc, should be®assisted as much as

scope of service, A librarian may legitimately

.possible., However, limitations may be placed on the depth or

refuse to answer

non-work related inquiries., When a request is limited or refused,
the requester should be referred to an appropriate source for

assistance.

-

TECHNIQUE, In responding to an inquiry, the librarian must first
establish rapport with the requester, A library is judged not
only by the quality of its referénce service, but by the manner in
which that service is rendered. The librarian should "be

courteous, patient and understanding.

Secondly, the\librarian should clarify the request as people

rarely state thelr -actual problem, but ask more

generalized

questions, Expert probing 1s necessary to analyze and define a
questlon before seeking its solution, If the problem is technical
the requester may ‘assist by explaining difficult terms or dis- -
cussing related topics, If the answer to an inquiry cannot be
found in the resources at hand, "the librarian may borrow the
needed materials from another library (See Chapter 8, . Circula-
tion, Paragraph63. Interlibrary Loans) or refer the requester to
a more likely information source, A negative response with no

further attempt at assistance is poor reference

service,

INFORMATION .SOURCES., A primary source on housing and\related

matertal is the Library Division's "Information
Sources in Housing and Community Development",

It contains infor-

mation on other Library publications such as "Housing and Planning
References", the bi-monthly index to current books, documents,

periodicals, HUD and HUD sponsored publications,

and Comprehensive

Planning_Reports, speclalized bibliographies like "The Built

Environment for the Elderly and the Handicapped",

"Citizen and

Business Participation in Urban Affairs" and the "HUD Ligrary
Periodicals List", In addition, there.are key reference and acqui-
sition tools from a variety of organizationg and publishers with

addresses and prices as an ald to ordering.
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a. Other libraries are excellent sources of assistance.
Municipal reference, public, state, and university librarles
- may willing to establish lending privileges in exchange for
materials or a reciprocal loan agreement, (See Chapter
8, Circulation, Paragraph 63, Interlibrary Lqans; Chapter 4

Acquisition og Materials, Paragraph 30, Gifts and Exchange)

In seeking information, docgbt overlook local special .

i libraries., Gale Research mpany's "Directory of Speclal
Libraries and Information Centers” edited by Anthony T. Kruzas
glves geographic and subject listings of a wide varlety of
information facilities in the United States and Canada.

b. - Reglonal and Area subject speclalists are also useful informa-
tion sources, particularly if you are trying to locate
unpdplished or soon to be plblished data,

LEGAL RESEARCH, To perform in-depth legal geseérch requires
extensive specialized knowledge. If such knowledge is required in.
a Regional or Area library, it is recommended that the librarian
obtain additional training from a local library school, law school,
American Association of Law Schools, Department of Agriculture
Gradua®® courses .or other appropriate source, --Suggested readings
on this topic are listed in the bibliography. (Chapter 12)

To requesi materials relating to Federal legislation such as
public laws and recent committee prints, submit a HUD-336,
"ReQuest'for Materials Relating to Federal Legisletion" (Figure
33), to the Legislative Reference Service, Office of General
Counsel, Department of Housing and Urban Development, Washington,
D.C. 20410. - , -

Federal legislation may also be obtained by sending a self-address-
ed franked envelope to the House or Senate Document Room, At the
state level, state legislative reference libraries may be contact-
ed for material.

5775
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. _CHAPJER 8, CIRCULATION

CIRCULATION PROCEDURES are designed to keef a record of the mate-

‘OVERDUE MATERIAL, When an_item is kept beyond the loan period, an

. use,

rials on loan, This protects Government property and permits the
location of items noteon the shelves,. The HUD Library . uses the
book card system, A book charge card is filled out for each item
boprowed with the date loahed, the name, Troom number and telephone
number of the borrower, and the date due. ( Figure 28 ) The card
1s then filed by the call number, the author's last name, if the
item- 1s uncataloged, or by title, 1f a periodical, ’ .

LOAN PERIOD. The Headquarters Library charges reserve books
for.one week, periodicals for two, and other materlals for three . .

weeks. The circulation -period of law material varles, HReference
books do not generally cirgulate while Comprehensive Planning Re-
ports and Model Cities Plans circulate to Department personnel
only. .

+

overdue notice is sent, - (Fi re 34 ) If the overdue item 1is not
in demand by another requester, the loan may Jbe yenewed for two
weeks, kost or damaged library materlad should be replaced by the
borrower, '

RESERVE MATERIAL,- A requester may obtain an item charged to some-
one else by placing a "reserve” on 1t. His name, room number,

and telephone number are placed on'the book card, and the publi-
eation 4s sent to him when it 'is returned. If the requested
publication is overdie, the librarian should recall 1t immedi-

atelys

The privilege of reserving libréry materials is extenﬁed'only to
Departmental personnel, ' Outside requesters are usually informed
¢f the due date, and thé»\may request the material again,

INDEFINITE LOAN, Material required for constant use in an offlce -
may be assigned for an indefinite loan period, when requested
with sufficient justification. An office holdil such material
should make it available to other HUD personné‘n an urgent need
arises, Publications on indefinite loan remain llbrary prcperty
and- are to be returned to the library when no longer in constant
( Figure 35) - N ‘

INTERLIBRARY TOANS. Interlibrary loan allows libraries to borzow
“books from one another and expand their resources while avolding
needless duplication, The American Library Associatlon has
established interlibrary loan policies and procedures in a pam-
phlet titled "General Interlibrary Loan Code". One free copy may
usually be obtalned from library supply houses, Interlibrary
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Figure 34 2

HUD-9¢ (7-48) . *

UNITED STATES GOVERNMENT BEPARTMENT OF

Mamorandum . HOU-SINC AND URBAN DEVELOPMENT‘

" TO

DATE:
) . ) A .
I ‘ . ° .,‘ ot (kéfply refer to:
'PFROM : HUD Library, Rooq 8141 N
\ . f
SUBJECT: - Overdue Books, Periodicals : *

The publications listed below are overdue #nd should be returned to the library.
unless you have further need for them.

Material checked Not Renewable has other ‘requests waiting or has been borrowed
from another library..

Please return or renew books on or prior to date due, as this makes them more
available to all, and saves the sending of ngticns.

o 3 ) -
- Date Date  Not Please
Publication* - Borrowed Due Renewable Renew
&
' ’
{,, .

&

v *

229021 ~P HUD-Wash.. 0. C.
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Figure 35

HUD.98 (7.66) ) .
UNITED,STATES GOVERNMENT R DEPARTMENT OF

Memorandum HOUSING AND URBAN DEVELOPMENT

TO

HUD Library, Room 8141

Confirmation of Inq.ofinite Lom

¢
/J DATE:

In reply refer *to:
L

-

'

Attached are copies of the records of publicntions charged to you .
on indefinite loan. If they are not used regularly by your office, -
" we should appreciate their return to the Library.

If you wish to retain these publieltiOns. please sign and return
the copy of ﬂle charge card.

>

229020-P «  HUD:Wesh., D. C.

#
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.

Loan Request btandard Form 161 ( pigure 36) is avalilable from the
Government Printing Offlce, Washington, D.C, for $1,40 per
hundred.

c. Don't borrow from one library repeatedly unless there 1is an
understanding ‘that you may do SOW

d.” If you determine there will be a continuing need for a
borrowed item, purchase it for your collection,

\

e, Borrow only for official use,

oA

The key to suocessful interlibrary loan is cooperation. ﬁ’ '
library must be as willing to lend 'as 1t 1is to borrow, lever,
interlibrary loan agreements should not be maintained at the ex-
pense of your own clienteje. When possible, reproduce .articles
rather than lenfing bound!periocdicals or one-of-a kind publica-
tions.‘ Do not reprdduce complete copies of copyrighted materials,

’
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(OHAPTER 9.

INFORMATION DISSEMINATION

ALDTTIONAL INFORMATION SULKCES. In aldition\to its reference and
cireulation services, a library can disseminate information
through the following:

a,

Special Subject Triterest File - card file by éubjedloi pro-
ject with-names of interested staff members. HNew madterial is
scanned and routed tu appropriate personnel,

b. Acquis ition Lists - 11sting° of all new materials tu be circu-
lated regularly to the staff, This list 1is usually arranged

alphabetically or by subject and may be annotated.
and Planning References"
list with the Regional.'or Area holdings indicated.
Regional library lists may be found in Figure 37 .

"Housing

may also be used as an arquisitlon

Samples of

C.

d.

‘Exhibits - ('iisplays on topirs

Eibliographies - selected reading lists on a specifie sub ject,
To avoid unnecessary duplication of effort, the Central Office

"Lihrary will provide master lists of all its published and un-

published biblingraphies,

nf current interest, Coopera-
tion with various program arcas on such exhibits can be
nutually beneficial,

MNew Book Displays‘— selerted new pub1i>2+ ons put on display
for a 1imited perind, nsually one woek, brary users may

examine and reserve the books tor later use,
. v i, Book Reviews - produo:d tegularly by the Headquarters Library
for distribution to’ Headquarters, Regional, Area, and In-
- suring Office perscnnel, They are obiective, lengthy reviews
" of current piblirations considered to be of particular inter-
_est to HiL staff, (Flrure 38) R o
g. Htilletin k¥oard - p%s* ook ackete, publishers’ announcepents,
- and other pertinent inf rmption. ,
- h., Posters - use tr pu%lioiye 1it rary recoirees, services, and
location, d
1, Staff Newsleatter - trief items on' the litrary, recent acquisi-

as possiblo.

. lerar& Ininsrmation frochures -
facllltXHb and resources four Jdistributlon

informatinr atout

tions, etc, should be a .regnlar item or appear as frequently

the 1ibrary
Lo new c'pLﬂJucy.

, mitaide requestors, cther ‘1br1rkp° ete,
, - Pure 77 . 5/75
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P Flgurd 37 . - .

Listlng of Newly’Acquired Publicationg - HUD Region VIII library, Denver

s

.. . (Sample page shown below)’

Dobyns, Henry F. - ‘ v

9

'Edelman, Sidney -

Falk, Kar

"
Federal Powet Commission,

Peasants, power, and appl.ied social changes by Henry F. Dabyns
Beverly Hills, Sage, 1972 237p. (Socaa{ Change) *

Search warrants and saniTa;lon inspections-the new Iook in
efiforcement. Reprint from American Journal of Public Health, B
_Vol 58, No. 5, May 1968. Wash., NAHRO, 1968. , (Law enforcement) :
FS ’ *

L. ) o -~
Housing

NAHRO, 19%9. 13p. (Housing)’

< ’ b

. } ) :
All electric homes 'in: the Uaned’STaTes. Wash., GPO, 1971 (Housling)

. 3 .

Home ownership for low-income families, by Byron Fleldlng and oThers.,'

oblems and tax policies: an inTernaTio;gl comparison. Wash,,

"Reprint from Journal of Houslnd,*Vol 26 No 6 (June) and No 8
(Aug/Sep) 1969. Wash., 1969 24p. (Home ownership) 5’;//*’j .
- . ”» .
Genung, George R. jr o ’

PUblic hdusing: success or faliure? Reprint from George Washington

% Law Review, VoI, 39, No. 4, May 1971, Wash., NAHRO, 71. (Public*:

L4

housung) ¢ . . " -
,;... i T ’
Gythrie, Harold W. N

Green ‘leslie .

The role of earning rates in determining poverty, by Harold W. Guthrie.
Wagp., Urban IﬂSTITUTe, 1973, (Poverty) .,
Urbanization in Nagerla a pIannlﬁg commenfary, by Leslie Green.
‘New*York Ford FOundaTaon, 1972. 44p (City plarmming - Nigeria)

P ~

‘Guthan, ‘Robert st : ' '

.People and buildings. " New York, Basic, 1972. 47|p. (Architecture) \\
@ - i S

e, Richard E. =, o ) -; '
Thé better communlfies act:’ the cities speak. Wash., National
League of ClTles, L}p (Housing Iegislafion)k '

Hatry; Harry P. e Lt T . B -

4

Issues -in prOdUCTIVITy measurement for loca! governments. Wash.,
Urban Tnstitufe, 1973. (Municipal government) )

“

. U.S. Dept of HealTh Educa?gn ‘and Welfare ' . ‘\
in

- Charges- fgr care In nurs

homes. Rockville, Md., NaTIonaI

. Center for Healfh Sta#isflcs, 1972 57p. (Nursing homes)

3 . " 7
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k 5 DEPARTMENT OF HOUSING AND URBAN DEVELOPMENT
il ' e . REGIONAL OFFICE ! . =
= - %, II nl 4 { 26 FCDERAL'PLAZA! NEW YORK, NEW YORK 10007
,'March 10, 1975 )
ﬁi) REGION 01 * ~ . ) N IN REPLY REFER TO ‘
’ . ¥ ) ¢ . i -
o ' HOUSING AND URBAN RESEARCH
[
. 4, f . . '
’ COMPILED BY v . SELECTED .
THE REGIONAL LIBRAKY STAMR . ° CURRENT LITERATURE

Ashmore{ Richard D. and John B. McConahay.

) L4 “ ‘ . . “
N . 7
~ ~, Psychology and Amerida's Urban Dilcmaa\ Wew York, NeGraw- .o
Hil,l.y_ 19751' 0524-95- P v ' ’
‘ ~ & ’ » v .
. Bednar, Michael J. . '
L ' . Architecture for the Handicapped an Denmark, $weden, and Hol- . ot
S i : land; A Guidebook ta Hormalization.” Ann Arbor, Um.versity of @
Michigan, 1974~ .00, ¢ .
’ o ! - .
,V Chandler, Tértius and Gerald Fox. ! . ;
- o ot 3000 Years of Urban Growth., New York, Academic Press, 1974
8 W (¢]6] . ’ , »
- - - ) ~
o Davidson, Harold A ‘ .
Yousinz Demend: Mobile, ‘Moduisr, ar Canventional? New York, . ’
. ~#¥an"Nostrand Reinhold Co., 1973. $17.00. . '
L ’ "t Ny - . ‘
o Due Diligence in Real Estate Transactiona. 2 vols. New York, :
Co Practising Law Institute, 1974. $20.00.
’ N M R F3 ) "
, . / Economic Consultants Organization. ' | . -,
. i . The Mobile Home; An Analysis of Its- Potential.As a Houaing Re-
o o © source. Sy“acuse, N.Y.,, 1972. 38 00. .
T Field, Donald R., James C. Barron and Burl F, Long. - N
. . water‘-md Community. Development: Social and Economic Persoec- "
tives, * Ann Arbor, Mich., Ann Arbor Science Publisiiers, 1974,
. . ‘b s12.50. " . ! . .
., . i . ) N .
‘ S Page 1 of & "o ‘ .
- 4 »
- BUFFALO, NEW V’ORK-CAMDEN. NEW JERSKEY ' NE! L thl RSE EW YORK, NEN jo;(x\uh\uu PUERTO RIKLO
. ‘Ineurin 1ce
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4
k, Tour Orientption - tours of library'_fac'i__u/ty for new employees
}o acquaintﬁtbem with library personnel and resources,
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CHAPTER 10. (FREEDOM OF T FORMATION

REGULATIONS., ‘Under the regulations established pursuant to the
"Freedom of Information Act", (Publit Law 90-23, Public Infor-

mation Act) HUD information and records are made available to the
public,

CIRCULAR 1610.3A, " Provision of Information to the Publicz.
states "It is the policy of the Department to make full and res-
ponsible disclosure of its identifliable records and information,
Thus, although certain types of records are not subject.to the
mandatory disclosure requirements of the Freedom of Informa}ion
Act, even these shall be made avallable upon request unless there
is need iIn the public interes® to withhold thém, Statutory‘pro-
hibitions against disclosure, such as 18 U.S.C. 1905, authorize
withholding those records which are clearly subject to such pro-

hibitions, Prompt response shall be made to every request of the
public for information,"

4

REQUESTS OR COMPLAINTS. Non-work related inquiries Q}th mhich you
cannot comply should be referred to an appropriate SOutte for
assistance, In handling requests for documents which ‘are exempt
from the coverage of the Freedom of Information Act, you should

be guided by the provisions of Circular 1610.3A and refer the
requests to the designated Information Center Officer in each
Regional, Area or Insuring Office.

]

-
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CHAPTER ln., uTATISTIP"
-
68, PURPOSE., Every well-riin organization compiles facts and figures
about its assets, progress, and volume of business. These statis-
- tics are used for management analysis and to justify budget and
staff, . . ,

| 69. FREQUENCY, 1In the Central Office, statistics of key library
) activities such as acquisitions, reference, and circulation are
maintained on a monthly basis by every staff member, The form,
HUD-£3'Library Statistics ( Figur839 ), may be atlapted for
Hegional and Area libraries, ‘e

’

] | ; . . E
' ! ) P | A\!
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CHAPTER 12, LIBRARY ORCANIZATIONAL'GUIDES; A SELECTED' BIBLIOGRAPHY

- 70. GENER '

»
~ .
.

. Am!rican Library Association, A.L,A. Glossary of Terms. Prepared
under the direction of the Committee on Library Terminology,
by Elizabeth H, Thompson. Chicago, 1943. 159p. (020 (03{
. A52)  s4 s

Baltimofe Regional Plannifg Council. A Report on the Organiza-
tion of the Regional Planning Council Library. Prepared by

Teresa Romanowska- Lakshmanan. Baltimore, 1969, 85p. (026
(7526). Blsr) . '

~ -

Council of Planning Librarians, Plannin ency Library Manual,
Eugene, Ore., 1964, 27p. (020 C68) $5 (Revised edition,
Planning and Uwban Affairs Library Manual, also listed. #Mow-
ever, this edition has valuable information not 1ncifded in"

the revision, )

Knight, Hattie M. The 1-2-3 Guide to Librarfes. 4th ed.
Dubuque, Iowa, Wm. C. Brown, 1970. 84p. (027 K540) $2.50

. Knobbe, Mary L. and Janice W. Lessell, ed. Planning and Urban
Affairs Library Manual. Rev. Monticello, 111,, Council of
Planning Librarians; 1970. 82p, (026 K56) $10

A revigion of this publication should be available in June
or July of 1975.

Petru, William C, and Martha W, West, ed, The Library: An Intro-
duction for Library Assistants, New York, Special - -Libraries
. Association, 1967. 79p. (020 P27) ¢4

C

Special Libraries Association, ™"Objectives and Standards for
Special Libraries", Special Libraries, Vol. 55, no. 10, Dec.
1964, pp. 672-680.

Strable, Edward G., ed, Special Librarieg: A Guide for Manage-
, ment, Rev, ed. New York, Special Libraries Association,
' 1975, 106p. (026 $77 1975) $8

.

k Weiner, BeMty H, Special Libraries: Planning and Operation.
Washington, D .C,, Educational Resources Information Center,

Clearinghouse on Library and Information Sciences, 1971, BUp.
(026 wok) $3, 29

71. PHYSICAL PLANNING,

Brawne, Michael. Libraries: Architecture and Research;Library

Bujldings. New York, Praeger, 1970. 187p. (027 B71) $21.50 -

-\)‘L
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Calderhead, Patrica, ed.

e

. Libraries for Professional Practice,

London, Architectural Press, 1972. 127p. (026 CIS) $11.50

Lewis, Charles

M., ed,

;pecial Libraries: How to Plan and Equip

Them. New York, Special Libraries Assectation, 1963, 117p.

(026 128)

Metcalf, Keyes, /

Pldnn;_g,Aoaq&mi( and Hesearch Library Building&

. New York, McGram, 1965, 431p, (n25 Mo7)  $1€ N

Mount, Ellis,

ed, Plaﬁning the Special Library., New York,

Special Libraries AssoFiation. 1972, 122p, (025 MéER) $7.50

T72. APQUIQITION OF MATERIALS.

Ford, Stephen.

1 . .

Acquisition of Library Materials. Chicago,

_American Libraty Association, 1973. 237p. (025.2 F67) ' $9.95

Melcher.iDaniel.
Library Association, 1971.

1

¢

Melcher on.Acquigition, Phioago. American

1€9p. (0?5 ?IM?S) $8

U.S5, Department'of Housing and Urban Develppment. Library,
: Information Sourees !in Housing and Community levelopment.

Wash., 1972,  Wip,

(728.1 (014) H6%in) (Lists key book,
periodical and Tilm'Tindirn;: gutfes such as Jooks in Print,
~Stapdard Periodica?) Directory, etc.) Available free to HUD

field Iibraries; 50@ at Government Print'ing Office.

. 4 ’
WUlfekoetter. Gertrude.
Building Library Collgctions.

4

Acquisition Work: Processes Involved in

-,

o

ington Preds, 1961,

]ﬂ(Qp.

hF T
73. CATALOCINC AND'CLASQIFIGATION

Seattle, University of Wash-

(020 Was5)  }7.95

¥

American Library As,qriatlon., Anglo- Amg;l(an Cataloging Rules,
Prepared by the Américan Library Associati”n and others..

North American text,
. $9.50; pap., $4,50,.

Chircago, T

1967, brop. (025.3 AS2 1967)

Bloomberg, Marty and G, Edward Evans, Introduction to Technical
* Services for:Library Technicians, Littleton, .Colo.,

Libraries Unlimited,

‘\

1971, 17

Daily, Jq} aﬁd Mildred. Nyers.

’ - Assistant
. 110p. ( %%

IS

Sp. (D70 B5E)  $2,50

Cataloging for Library Technical

Wash,, Communication Service Co£4§ra*1on, 1969, -

3 Dlw)

s
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o The

. éouncil of State Govertiments. State BIue Books and Reference

Freeman, Elsa S. The Universal Decimal Classification in the U,S,

- Department of Housing and Urban Development. Speech at the
United States National Committee, International Federation for
Documentation, Subcommittee on the Universal Decimal Classi-
fication, technical session, Dec, 4, 1969, Washington, D,C,
Wash., 1969, 10p. (Available free to all HUD field libraries
from the Central Office Library. )

International Federation for Documentation. Universal Decimal .
.Classification. Abridged English ed. Prepared by the B.S.I.
under the auspices of the International Fedération for Docu-
mentation (F.I.D.) and with the concurrence of the Lake
Placid Education Foundation, New York. 3rd ed. rev. London,
British Standards Institution, 196l. 254p. (B.S.I. Reports
lOOOA F.I.D. publication no. 289) (025 L I57) : .

Ly

Mills, Jack. The Universal ‘Decimal Classificatlon. New Brunswick
N.d,, Graduate SchooX, of Library Science, State Uriversity,
1964, 132p.  (G25.3 MuSu) $6

Osborne, Andrew D, -Serial Publications. 2nd éd. Chicago,
American Library Association, 1972. . . ’

- . . Vo . :

Seely, Pauline.A., ed. ALA Rules for Filing Catalog Cards, 2nd
ed. Chicago, American Library Association, 1968 260p.

(025.3 A52 1968) $2 .

-

Wellisch, Hans,j2rhe Universal Decimal Clas%ifidation, A Programmed
Instruction Course. College Park, Md., School of Library and
Information Services, University of Marytand, 1970. 195p.
(025.4 W25) $3.50

Wynar, Bohdan S. Introduction to Cataloging and Classification.
Lth ed. Littleton, Colo., Libraries Unlimited, 1972. $8.50

REFERENCE. ° ' =
Anders, Mary Edha. "Reference, éerv1ge in Special Idibraries",
Library Trénds, Vol. 12y no. 3, Jan. 1964, pp. 390-40L.

Andriot, John L. ‘Guide to U. . Government Serials and-Periodicals.
: Mclean, Va., Documents ex, 19 2— . 351 0 A5 '

hd 4

Publications; A Selected Bibliography. Lexington, Ky., 1972.

70p. .
& » . .
Hutchens, Margaret. Introduction to Reference Work. Chicago, a

American Library Associayion, 194, $4.50 ~
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Schmeckebler Laurence F.. Government Publications and Their Use.
Rev., ed. Wash., Brookings Institution, 1969. 476p. (351
[(016) s23) $9. 95 : ;

U.S. Departmgnt of Hou51ng and Urban Development. Llhgary
Informatlon Sources ‘in Housing and Community ert.
dash., 1972, G4p. (728.1 (016) Hoszin) Avat re€ to HUD

. libraries- ©N¢ at lovernment Prﬁnfﬁng O“firr k T

¢ .

Wlnrhell Constance ¥, Suide to HQiAI(H(P ”ook " ~th ed, |
Chicago, AmgriCdn Library Association, 1957 741p, KOjO
- (01€) wus 1967) #15 \ T

Wynar, Hohdﬁn 3, ed.‘ Int{oductiogjgo Biblicgraphy and Keference
Wotrk. H“th ed. Littleton, Colo., Librarids Unlimited, 19€%,
, -{,b_(s . v ‘\ ‘ ‘

. ’

75, LECAL KESEARCH,

Amsriran Jurisprudencey A FomprehgnsRVc Text Statement of Amprloan
‘Case Law..,”  nd, San Francisce, Hanqrofit- Whitney Co.,
Rochester, N,Y,,-The Lawyers Coo§ord*ive Publishing ‘Co,,- 19€:",

45y, (supplements) ,(Sonsult Fedexral Supp}y'Schedule tor

price ’ ‘ .
. ‘

Corpus Jurus Sécundum; A Gomplshe—keqtdtomsnt vf the Entire _ g
American Law as Develrped by All. Keported Cases, St, Paul,
West, *193¢, 1°€v. vrsupﬂlomertf77 {Consu1+ Federal Cupplv
Schtedul=e foreprice,

Irdex to Legal Porioﬁiﬂals. Prony;" M. 7., Wilgon, 19 . Mnn*hly;
$.35 pﬂr vear . L
. A

‘Pollack, Erwin H. Fundamentals of LJgal Research, by J. Myron
‘Jacobstein and Roy M. Mersky. &4th ed. Mineola, N.Y.,
Foundation Press., 1973, 565p., (LAW T P655fu) $12 °

Frice, Miles C. and Harry l‘itner, "Eff{e~tive Legal Kesearch, 3
ed, PRostcrn, Little, irown, 1969,1 503p,. {10

i

|
6. stapisties Lo . T [ | f o

»

Anericar Liﬁxary Association, Library Statistice: A Haﬂdhook of
“Concepts, Definitions, and Terminology. Joel Willlams. ed,
Chirago,; 1966, 15,59 : ’

-

American Library Asscelation, ﬂaflo“aL Conference of Libragl
Statistics, Chicago, 10€€, pz Tﬁ

. NOTE: HUD call numbers and Drxces are\aiven,uhg;g_axaiiaxugg_______
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